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HERE’S HOW IBM HELPS BUSINESS WIN 
THE RACE AGAINST TIME AND COSTS 


Aircraft: Manufacturers ‘fly’ new plane 
designs on the ground with their IBM com- 
puters. Saved are precious months, millions 
of defense dollars. 


Distribution: Recently an IBM computer 
showed one company it would be cheaper to 
supply Maine warehouses from the West 
Coast. Result? New schedules, minimum 
shipping costs. 


Power: Designs for turbine generators are 
pre-tested on an IBM 704. Computers reveal 
hundreds of critical design factors— before 
production begins. 


ever think IIB IME 


could help win an Oscar? 


Like you, millions have been thrilled by the color and 
pageantry CinemaScope has brought to the movies. And 
perhaps the most amazing part of the CinemaScope story 
is the role played by an IBM computer. 


Bausch & Lomb Optical Company, winner of an 

Academy Award for the CinemaScope lens, was given just 
two weeks to create this lens. Turning to an IBM computer, 
their scientists tested hundreds upon hundreds of “lenses” 
mathematically —and solved the problem in a matter of days. 


The experience of Bausch & Lomb is typical of 
so many companies. By researching with IBM computers, 
they deliver better products to you at lower cost. 


Yes, every day, in uncounted ways, IBM helps 
add to the pleasure of daily living... the progress 
and profit of business, 


DATA 
PROCESSING 


DATA PROCESSING © ELECTRIC TYPEWRITERS ¢ TIME EQUIPMENT ¢ MILITARY PRODUCTS. 


For More Information From Advertisers Use Readers' Inquiry Coupon on Last Page 
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Chattanooga 


Jacksonville Jackson, Miss. 


Birmingham Knoxville 


Memphis Miami 


Atlanta Charlotte 


Bowling Green, Ky. Cleveland, Tenn. 


Steel company gives customers 
“branch office’ service by telephone 


Customers in eleven southern cities can telephone the Solar Steel 
Corporation’s plant in Nashville, Tenn., at no cost to themselves simply 
by calling a special “local” telephone number. 

In each of the cities this number is listed in the telephone directory. 
It’s as if the company has eleven branch offices in the area served by 
their Nashville plant. The cost: a small fraction of operating one office. 


Branch office service is only one of the many telephone ideas that 
are helping business reach farther for sales and reduce selling costs. 


We'd like to tell you more about those ideas that are best suited 
to your needs. Just call your Bell Telephone Business Office. 
A representative will visit you at your convenience. 


BELL TELEPHONE SYSTEM 
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My new office fits me like a glovel 


And, the reason is simple . . . because a Macey- MA 
Fowler office is a planned office, keenly keyed 
to the needs of the individual. Macey-Fowler has 


the experience and the skilled personnel to 
appraise and execute executive requirements. . . when 
whether for a complete suite or a few steel desks GEY! 
and filing cabinets. Regardless of your need, large 

or small, you will find that your dollar buys more 

quality at Macey-Fowler! 
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Office Methods, amen Personnel, and Purchasing 
Sponsor of the “Office of the Year” Awards 
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ALL eyes are focussed this 
month on Los Angeles, where 
the 38th Annual Conference and 
Exposition of the National Office 
Management Association will 
open on May 12. As it did last 
year, NOMA is scheduling con- 
current sessions to cover as wide 
a range of subjects as possible— 
another sure indication of the 
increasing tempo and scope of 
office administration. For full 
details, and conference program, 


see page 35. 


Subscription: $4 a year in United States and in possessions, Canada, Mexico, Cuba, 


Central and South America. Other countries $9 a year. Single copies 45c; Year 
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Accurate? 
The things uncanny |” 


Yet there’s no mystery why a Marchant calculator 
is so accurate. Every number you touch appears 
in one of three dials—not just the keyboard. This 
gives you continuous proof throughout every cal- 
culation. As a further guarantee of accurate figure- 
work, Marchant’s positive internal dial-stop just 
won't let a dial “overthrow.” 

The Marchant has other important advantages, 
too. Ease of operation is one. Its quiet speed is an- 
other—up to twice that of any other calculator. 
And the unique mechanism of a Marchant makes 
for trouble-free dependability, which translates 
into days and dollars saved. 

What do those advantages add up to? To your 
assurance of the utmost accuracy in your figure- 
work, and to a more efficient and profitable opera- 
tion of your business. 


MARCHANT 
CALCULATORS 


INC. 
OAKLAND 8, CALIFORNIA 


Mail this coupon, with your business letterhead, 

to the address above for free: E-5 
Descriptive literature on Marchant Calculators ©] 
Index to Modern Figuring by Marchant Methods 0 


HIGH SPEED AUTOMATIC 
MARCHANT FIGUREMATIC 


Modern Management Counts on Marchant 
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It started out to be a great evening. Dinner 
with an old customer, aisle seats, a smash 
first act. But now, at intermission, Gardner 
has had it. The second act is going to seem 
like “Macbeth.” 


You see, that old customer has just told 
Gardner he’s cancelling out. What he needs 
is a reliable supplier. One who can make 
enough goods — and deliver them. 


Gardner should know about the Keysort 
Plant Control Plan! With just five fast, 
accurate PCP reports — 1 daily, 2 weekly, 
2 monthly — he could obtain complete man- 
agement control ...could prevent this 
situation right in the office. 


PCP not only helps management plan in 
advance, it helps you as well. With a mini- 
mum clerical burden, you achieve greater 
reporting accuracy — flexibly, easily. 


Your office people simply punch pertinent 
daily information into the Keysort cards... 
Keysort them ... and summarize direct to 
reports. There’s no transcribing... no 
costly, time-consuming intermediate steps. 
Management gets needed information on 
time. And at remarkably low cost. 


The nearby McBee man has a presentation 
which will show you how it’s done. Phone 
him, or write us for illustrated folder con- 
taining examples of all five reports. 


ee eee ate eoe 
Pg e©°e e a 3 eee 
eee e 
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Punched-card accounting for any business 


Manufactured exclusively by The McBee Company, Athens, Ohio «¢ Division of Royal McBee Corporation 
Offices in principal cities « In Canada: The McBee Company, Ltd., 179 Bartley Drive, Toronto 16, Ontario 
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A Modern Electric Duplicator 
at a Moderate Price!... 


now Heyer offers push-button 
duplicating at little more 
than the price of some 
hand-operated machines 


MODEL 76 —~Gfark 
CONQUEROR 


SPIRIT DUPLICATOR 


— 


$2995, 


2 


Every office duplicating job — bulletins, 


form letters, post cards, special office 
forms, etc.—can be produced much more 
easily and inexpensively on the new 
Model 76 Mark II automatic electric spirit 
duplicator. At the touch of a button, it 
prints 110 clear, crisp copies per minute 
(up to 8} by 14 in. size), in1 to5 colors... 
at a fraction of a cent per copy. Its con- 
stant speed produces better and more uni- 
form copies. Most important .. . there’s no 
effort on the operator's part, for this new 
Conqueror runs without watching and even 
turns off automatically. You can pay much 
more if you wish, but the Model 76 offers 


More than 53 years of duplicating expe- 
rience has enabled Heyer to add new 
engineering improvements to the Model 76 
that make it feature for feature the biggest 
value in duplicating today. These features 
include Adjustable Pressure Control, Copy 
Positioner, re-settable Copy Counter, 
Built-in Tank with Visible Fluid Supply, 
Adjustable Fluid Control, and Paper 
Stackers. A brand-new Feed Drive Mech- 
anism which works only in a forward motion 
eliminates the lurch found in old-fashioned 
reciprocal drives. Quiet Nylon Gears need 
no lubrication. The Model 76 conquers ev- 
ery duplicating job with speed, ease and 


allthis . ..ata price that can't be matched! neatness never before experienced. 


MODEL 70 


GD Wah Toonaueror 


If a hand-operated duplicator fits your requirements, 
you can't find a better buy than the Model 70 Mark II 
Conqueror. Basically the same as the Model 76 except 
for electric drive and controls. Prints 110 copies per 
minute of anything typed, written or drawn $195 0o 
on the master...in1to 5colors at once. Plus Tax 


ee 
The HEYER Corporation 5-57 
1822 South Kostner Avenue, Chicago 23, Illinois 


Please send me your FREE 16 page booklet on Heyer 
Mark II Conqueror Duplicators containing useful 
information on spirit duplicating. 
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Short work week unlikely, 
AMA speaker declares 


The need to make better use of the 


available work force to meet problems | 


created by a long-term labor shortage 
and the danger of inflation was stressed 


| 


; 
i 


at the American Management Associ- | 


ation’s recent Personnel Conference, 

held at Chicago’s Palmer House. 
Joseph M. Bertotti, Manager of Pub- 

lic and Employee Relations Research, 


| 


General Electric Company, speaking | 
as a panel member discussing this sub — 


ject, said that he anticipates no further 
reduction in the length of the work 
week. There may even be an increase 
in it, he said. Commenting on re 
search of the Rubber Workers Union, 
he noted that when men work on six- 


hour shifts a “substantial part of | 


them” hold two jobs. The result is 
reduction in the number of workers 
who can find employment. 

This fact, he argued, indicated a re- 
sistance to lowering the length of the 
work week because of the correspond- 
ing loss in buying power. “Apparent- 
ly 40 hours a week comes close to opti- 
mum and represents the balance be- 
tween leisure and buying power that 
most people prefer,” he said. He add- 
ed that there is some feeling, even in 
labor circles, that a standard 44-hour 
week may be necessary to maintain 
our present living standard in view of 
the country’s obligations to defense 
and foreign aid. 

“All evidence,” he stated, “indicates 
that it is still an open question as to 
whether workers are ready to demand 
more leisure in place of greater pur- 
chasing power. The American people 
as a whole are the only ones who can 


make a decision on a matter as funda- | 


mental as this. At present it appears 
that the people are making it in favor 
of more goods and services, and more 
aid to the needy in other parts of the 
world, rather than more leisure.” 
Mr. Bertotti pointed out that the 
work force is growing less rapidly 
than the total population and predict- 
ed that for at least the next ten years 
there will be more older workers and 
more women employed. For this rea- 
son, he declared, “we in industry must 
concentrate on increasing output per 
individual and his machine by finding 
and investing the capital funds re- 
quired to make further advances in 
technological knowhow and mechan- 
ization, by improving managerial 
skills, and by developing better work 
attitudes among employees. We must 
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you 
feel 
as 
great 
as 


all 
outdoors! | 


/ 


% 


with a custom-fitted DO/MORE chair 


No matter how tough your working day, you feel 
as fit as the man who has time for fun on the 
fairways... fresh and alive from 9 through 5. 
Because the chair you sit in really fits YOU! 
Do/More executive chairs are custom-tailored . . . 
fitted with expert care to your exact physical pro- 
portions... individually adjusted to keep you 
sitting comfortably in healthful, efficient working 
posture. And what a restful, zestful difference 
that makes in the way you feel—and work! 

(Do/More also offers you the smartest Raymond 
Loewy styling—in your choice of finishes, cover- 
ings and colors.) 


See what a Do/More can do for you. 

We'll be glad to let you try one in your office for 
10 days without any obligation—or send you full 
information. Write: DOMORE Chair Company, 
Inc., 2403 Sterling Ave., Elkhart, Indiana. 


the only chair 
that’s FIT for you 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 
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HERE’S HOW B. 


coannenameenannnenntttie on 


Wabash Open Shelf S/ 
Indexing Simplifies Job | 

of Filing and Finding _—i: 

| of TI 

Technical Reports nate 

« « « Provides More Filing nrg 

Area Per Foot of Goo 

_ prod 

Floor Space ; 


VITAL technical data is gathered by B. F. Goodrich 
Chemical Company scientists and technicians. Their find-  — Cle 
ings and conclusions must be made available to other rer 
scientists at a moment's notice. / me 


FILING ; 
PROBLEM? ° 


Call for Your Wabash Mos 


LSYSTe 
ii 


Chemical Company, Cleveland, Ohio) demonstrates the 
ease of finding technical reports. Note high visibility of 
Wabash Open Shelf Indexing. 
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B.EGoodrich Chemical Company 
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saves Filing Time anv Yoace.. 


B. F. Goodrich Chemical Company (a division 
of The B. F. Goodrich Company) produces polyvinyl 
materials, including resins, plastics and latices. The 
technical data gathered by their experimental stations 
and manufacturing plants is of vital importance to 
Goodrich research workers seeking to make their 
products even better. 

To make this technical data readily available, 
every report is sent to their company library in 
Cleveland, Ohio. 

There reports are filed, using Art Metal shelving 
with Wabash Indexing. (This eliminates the need for 
cumbersome, bulky, conventional five-drawer files — 


REPORTS like this are sent to their company library in 
Cleveland, Ohio. Such reports are valuable, and a single 
report may contain information on a project that took many 
months to complete. 


Whether your problem is getting more files in a 
limited space, finding a new method of locating records 
in a hurry or any other filing difficulty, your local 
Wabash man can help you find the answer quickly, 
efficiently and at low cost. He has the facilities to give 


an important consideration where filing space is at 
a premium.) 

As B. F. Goodrich Chemical librarian, Mrs. 
Cornelia Rosmini, says, “Our girls like Open Shelf 
Filing . . . it’s so much easier to use than conventional 
five-drawer files. Using our specialized system of 
decimal indexing, we can find any given technical 
report in only a matter of seconds. No heavy and 
noisy file drawers to pull out either!” 


If you have a problem of filing correspondence, 
records, orders or any other material in a limited 
space .. . ask your local Wabash man to tell you 
the advantages of Open Shelf Filing! 


FILED in this library, reports can be located quickly, thanks to Art 
Metal shelving and Wabash Indexing. The system also eliminates 
need for conventional five-drawer files—gives more filing area per 
foot of floor space. 


your company a complete indexing analysis through 
factory-trained experts. Consult your telephone direc- 
tory for the name and address of your local Wabash 
dealer or write Wabash Filing Supplies, Inc., 386 South 
Wabash Street, Wabash, Indiana. 


FILING SUPPLIES, Inc. 


386 South Wabash Street e« Wabash, Indiana 
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New All-Electric copy maker 
...now at a new low cost! 


Hib Hit | 


Dry process machine gives you copies 
in 4 seconds made by electricity alone! 


All-new and All-Electric! The newly styled THERMO-FAX 
““Secretary’’ Copying Machine gives you copies of letters, 
statements, orders, invoices and other business data right 
when you need them. Exclusive process eliminates chemi- 
cals, negatives, liquids and fumes 
from office copying forever. You 
make copies in 4 quick seconds 
for as little as 5¢ per copy. Now 
you get all these exclusive ad- 


make full utilization of available man- 
power from our total population, 


through carefully examining and re. | 


examining our practices regarding 


om 


whom we employ and why.” He sug. | 


gested that practices to be reconsidered 


in this light should include compul- — 
sory early retirement and certain com. | 


monly held attitudes toward women 
workers. 


Personnel man can help in mergers 


The role of the ‘personnel executive 
in corporate mergers was discussed by 
Gavin A. Pitt, Director of Personnel 
Services, General Dynamics Corp. Mr. 


Pitt said that the personnel executive © 


should play a major role in the mer- 
ger, both before and after the event. 


He said, “The records are well docu- 
mented with a multitude of problem | 
situations which could have been alle- | 


viated, if not eliminated, through ap 
praisal of certain aspects of the per- 
sonnel program prior to the formal 
approval of the merger.” 


Among the problems which the | 


speaker felt should be investigated are 
the availability of personnel in the 
new community and the adequacy of 
management personnel. He comment- 


ed that “some companies have made | 


a grave error in prevailing upon the — 


president to remain and direct the 
division.” 


Community wage rates must be con- 
sidered; acquiring a company located | 


in a high-cost area may be disadvan- 
tageous if it has competitors in a low- 
er-cost area. Employee benefit pro- 
grams also must be taken into account, 
he said. If fringe benefit programs are 


: i 
considered as a percentage of payroll | r 
vantages of the only dry process it is easier to compare programs of | 
copy maker at the new /ow cost parent and acquired companies and | 
of only $299*. Send coupon be- to determine how to integrate them. 
low for complete details today. The personnel manager also has an 
*Suggested retail price obligation, according to Mr. Pitt, to] 
establish good rapport with his coun- : 
. . < 
® terpart in personnel and with the off- 
ermo-fax cers of the new division. He observed| 
in 4 ds COPYING PRODUCTS that visits “are far more effective than | 
in 4 secon er d 
; nO a the exchange of inanimate memoranda 
ee which will be read by both parties for 
GD: The terms THERMO-FAX and SECRETARY are trademarks of Minnesota Mining & Mfg. Co., St. Paul : : ” ] 
ae 6, Minn. General Export: 99 Park Avenue, New York 16, N.Y. In Canada: P.O. Box 757, London, Ont. hidden meanings. 


—- ee 


Minnesota Mining & Manufacturing Co. 
Dept. KN-57 _, St. Paul 6, Minnesota 
Send full details on the cost-cutting new THERMO-FAX “Secretary” 
Copying Machine. 


| 
| 
| 
| 
| Name 
| 
| 
| 
| 


The personnel executive can also be 
helpful in reassuring personnel of the 
acquired company as to their status 
after the merger. 


Psychological testing requires care 


Company eens ike Y = 
idles Discussing the use of psychological | ) 
re) A a _ tools in selecting and evaluating man- 

City Zone State 


agement personnel, Dr. Frederick J. 
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With its stunning new President model, Monroe introduces more than a new accounting machine... 


Monroe establishes an entirely new ratio between what you pay and what you get in machine 
accounting. Now, for the first time, any business can enjoy all the benefits of big business 
bookkeeping at a price actually hundreds of dollars less than before! And job changing flexibility is 
built right into every model in the President line. With the flick of a knob accounts receivable, 
payroll, cost control, accounts payable... all become mechanized operations. Look at the 

price tag on this machine. Then put your own price tag on what machine 

accounting can do for you. Speed receivables by getting statements 

out faster. Build prestige with neat looking records. Put credit data at 

your fingertips. Control your 


/ 
work so it flows easily and See the MAN from MON R E 


always accurately. Write or 


for CALCULATING 
telephone Monroe Calculating Machine Company, Inc. ADDING 

General offices: Orange, N. J. Offices throughout the world. .. er non inl neues 
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. 


Leave it to a woman to quickly note and 
appreciate work-saving efficiency. But it’s the 
man behind the new Shaw-Walker Work- 
Organized Desk who profits. He gets away from 
the office earlier and is less tired. 

Ingenious Work-Organizing drawers provide 
space for letter trays, paper folio, card files, 
binders and other items that clutter the top of 


New Work-Organized Desk (a beauty, too) is 
really amazing help in getting day's work done 
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GHAW-WALKER 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 
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“As efficient as my streamlined kitchen,”’ his wife said 


His wife knows why he gets home on time now! 


ordinary desks. And imagine 
this! There’s even drawer space 
for your telephone and waste- 
paper. Really ingenious! 

With the desk top clear and 
everything efficiently organized 
in the drawers you just can’t help but do more, 
easier. It’s the nearest yet to desk automation. 

Our new brochure ‘““The World’s Most Ad- 
vanced Executive Desk’ shows how to use 
these desks for greater accomplishment. It also 
pictures all models in colorfully decorator- 
planned executive suites. Ask our local branch 
or dealer store or write Muskegon 12, Mich. 


Largest Exclusive Makers of Office Equipment 


Muskegon 12, Mich. Representatives Everywhere 
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FEY? 'On# 9600 » Diebold 


HERE IS A COMPACT MOTORIZED MICROFILM CAMERA ; 4 
THAT GOES TO THE RECORDS TO BE FILMED! 


© ELIMINATES MANUAL TRANSCRIPTION! rd 
Weighing only about 20 lbs., the portable FLOFILM Saves time and labor by copying records _ 
9600, earns additional savings by going to the records! to be forwarded (check registers, order ee 
: tie, L ‘ registers, etc.) at high speed and with ee 
There’s no loss of record availability, no time lost in no chance of transcription error! ei 
sending records to be filmed. Just one FLOFILM 9600 
can be used in many departments! . © CUTS COST OF AUDITS, SURVEYS! Pe. 
Easily carried to the documents saving id 
aie : valuable time and money! 
! 4 a | ONLY TRULY PORTABLE CAMERA! © ELIMINATES MILES OF FILES! 
V el —* ~ o Folds up and closes like a portable Microfilmed records save 99% of 
4 : Scum Weighs approximately valuable floor spa ce! 


© PLUS HUNDREDS OF TIME AND 
MONEY SAVING APPLICATIONS! 


FREE FOR THE ASKING! 


Send for your copy of “An Introduction 
to Microfilm” showing how firms such 
as yours save money with microfilm! 


DIEBOLD, INC. Dept. 55 
Flofilm Division 
Norwalk, Conn. 


Please send copy of “AN INTRODUCTION TO 
MICROFILM” at no obligation. 


x ns Name Title : 
| ec OR P ° RATE oO Company % 
: Z ; lofilm price e Norwalk, Conn, _ % 
e ~ Sales and Service Offices in All Principal Cities — Gay. Zone State_____ ia 


ENT MAY 1957 For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 15 


a ; a Cm _ — = Ye a Ti ee ee es a0 ol 3 oer 
aa 
Pe , - 
| | & 
“ es Cen a i ay ne ie re S Pics (Ue 
5 no. in a series on low cost microfilming procedures 
“a . a. 
7 rc * 
: ; = Hem 
‘ ae ab 
: ae aS 
¥ Bi or x . : os 
%p 2 LEYTE ita. i C2 
. a a vgs oe 4 a}. 
. ee Se Ss , 
oe s mS is gi. 
Ce, aa Pe Pe Se os ee P 
oy, eek. aa 
ite Se ie ia eae ag Pas wae E : - 
Ea, ree ae : oe, Sav A ie + 
; eee a - es in Pig 
: sees te Cae. ee a type as 
‘ Be te ae ia Pd ee begs bd 
| le a . 
i = Bee Se eee a eo ee “34 Bt oe 
= oS 3 ae a Se Be is | 
© } ee ie owe” eee Be i I q 
a a ee, ae Lg ys p a 
i eee fo eee for Fa ae Cae oe P 
ia 2 eS Be Cae 28; - ee oe 
S ig Die fF ret ‘ a a re Bie ¥ Re ‘ 
it ae te os A we ; i P 
i it en, gs he ae Se ? a si es t 
. ; One gis eS a a 
es ec cs 
: 
a | ee 4 
. % 9 " _ a, Y 
i 
| R, v a oe 
hte 7 Cae 
ae > ey : 
j tIIP ES 8 my Pe “aay 
| PSE LE LV = eae bes: eae r Aa 
SS fe Bs ae Ke oe 3 1. 
VAL RNS oe es : ‘ 
i 7 i ey ee eo OS eae # ¥ 
| y Bea @ Poe a : q 
5 fos \fak es vee : bee ti 
{ | one © | Son? 06060UlCE 
| By oN e e A . i 5c fase “tha a “. 
« me Wen Wee by ceo, 2 a 
\ ) ee , ROO ey be Pees ses ee ee eee ee eee eee ee =% a 
io eo g “6 te es fe ane Lenni vg ' mam ~~ 7 " " 
‘4s, 4 we ty nel <i : Teg Sy t ~ 
tf i . : AE some 1 r) 
* - . 2. Ree Sie , ays 4 
ig ; a = Br ieee ‘ > 
- ie - , . a a 
Fld a ; , ‘ _ 
i a ko | SRR 2 * 
oe) * ; ' 
* 5 oA —TTrrirrtrittittttttttttstkteteteeee ee 
ei. ee 3 ve : a ) * 3 * ‘2 = 4 | ne rene y ae . i, 
ie Sl - = > aan a : . 7. ae eR 7 OS a ee i 


COPIES 
that look 
alike 


DIRECT IMAGE 


PAPER PLATES 


It's pretty tough to tell one of these 
thoughtful little sleuths from another! 

It's just as difficult to tell the 

last duplicated copy from the first when you 
use all-new Colitho Direct Image Paper Plates 


and duplicating supplies. 


The secret of this greater uniformity is that 
from plate to plate, box to box and shipment 
to shipment, Colitho Direct Image Paper Plates 
are ph Control-coated to closer tolerances than 
ever before. And Colitho Etch and Fountain 
Solution are specially formulated 

to bring out the exact same sparkling appearance 


from every plate. 


Systems men and duplicator operators the 
country over are discovering this: great new 
uniformity Colitho gives all 

their offset duplicating. 

For the name of your nearest Colitho supplier, 
write: Columbia Ribbon & Carbon Mfg. Co., Inc., 
Glen Cove, New York. 


COLITHO 
OFFSET 
DUPLICATING 
PLATES 
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Gaudet, Director, Laboratory of Psy- 
chological Studies, Stevens Institute of 
Technology, said that there is little 
real evidence that these techniques are 
of much value. 

Commenting on the increasing use 
of psychological tests, rating scales, and 
clinical evaluations of applications, Dr. 
Gaudet said that many of the tech- 
niques business is buying “have given 
the psychological profession cause for 
much concern. In fact, there should be 
cause for concern to both psychologists 
and industry in the extremely small 
amount of real evidence we have re- 
garding most of the instruments used 
in management selection or evalua- 
tion.” 

A recent study of tests used in evalu- 
ating supervisors and prospective su- 
pervisors, he reported, led to the con- 
clusion that except for the intelligence 
tests used, individual tests are of little 
predictive value when used alone. 
Adding test scores or ranks arithmetic- 
ally does not bring about appreciable 
improvement in prediction. “Projec- 
tive tests used singly,” he stated, “are 
not much better than some of our pen- 
cil-and-paper tests. However, when 
the Rohrschach and T.A.T. are used 
together, they are our best single pre- 
dictor.” He added, “There is consid- 
erable evidence to indicate that  rela- 
tively poor tests in the hands of good 
psychologists are better than tests hav- 
ing a better reputation but giving re- 
sults that are merely numerical scores.” 

Other speakers discussed the pros 
and cons of decentralization, the re- 
sponsibility of management for devel- 
oping people, communications, and 
other problems confronting the per- 
sonnel executive today. 


May conferences cover EDP. 
insurance, personnel 

Among the conferences and courses 
scheduled for this month are the fol- 
lowing: 

The Spring Insurance Conference 
of the American Management Associ- 
ation, to be held at the Hotel Statler, 
New York, from May 8 to to. The 
conference will include papers on such 
subjects as the influence of taxes on 
insurance buying, two concepts of 
loss prevention and reduction of in- 
surance costs, and insurance needs in 
the nuclear age. 

A Special Conference on Labor Re- 
lations, also sponsored by the Amer- 
ican Management Association, sched- 
uled for May 13 and 14 at the Drake 
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The Olivetti Printing Calculator unsnarls tangled 
business figures quickly and economically. It auto- 
matically multiplies and divides (without mental 
counting of any kind, including counting for 
positioning), is also a speedy 10-key adding ma- 
chine, with automatic credit balance. Easy to 
operate, it is literally two machines in one. The 
printed tape is a permanent record, for fast check- 
ing, filing or attaching to work papers. Many 
companies have standardized on this rugged, 
proven machine, which is guaranteed for 12 
months instead of the usual 90 days. 


Are you also acquainted with Olivetti’s other 
printing calculator, with the double register and 
the “memory”? With Olivetti’s accounting and 
posting machines? Hand, electric and duplex add- 
ing machines? Electric, standard and portable 
typewriters? Remarkably efficient and dependable, 
they require a minimum of maintenance; service 
and spare parts are quickly available through 
dealers in 48 states. Branch offices and showrooms 
in New York, Chicago and San Francisco. Olivetti 
Corporation of America, 580 Fifth Ave., New York. 
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Photo shows typical 24”x36” drawing. Subject is reduced onto offset paper master 
(right) by xerography to 11”x17” size for runoff of multiple copies on offset duplicator. 


The Army Signal Supply Agency, Phila- 
del phia, Pa., is saving more than $500,000 
annually by the use of xerography and off- 
set duplicating in reproducing engineer- 
ing drawings for invitations for bids. 

Approximately 200,000 invitations are 
mailed each year to some 15,000 suppli- 
ers. Each invitation contains documents 
setting forth contractual conditions, spec- 
ifications, and drawings describing the 
item desired. 

Understandably, turning out the neces- 
sary paperwork duplicating and multiple 
copies of drawings is an important phase 
of procurement. Under the former meth- 
od, drawings varied in size from 8”x101%4" 
to 24"x36". Blueprints had to be hand- 
trimmed and hand-collated, and the con- 
sequent assembly of hundreds of sheets of 
different sizes necessitated special pack- 
aging for mailing. Requirements usually 
exceeded the Agency’s reproduction ca- 
pacity, thereby requiring other facilities 
and the loss of control. 

With XeroX® copying equipment, all 
drawings are reduced to standard 11”x17” 


Xerography copies anything writ- 
ten, printed, typed, or drawn. 
Same, enlarged or reduced size. 
Copies onto all kinds 
of masters—paper, 
metal, spirit, trans- 
lucent—for duplicat- 
ing. Copies line and 
halftone subjects. 
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HOW XEROGRAPHY and offset duplicating 
save $500,000 a year for 
the U.S. Army Signal Corps... ¢ 


size onto offset paper masters, from which 
multiple copies are run off on offset dupli- 
cators using precut paper. The reduced 
size drawings are crisply sharp, easier to 
handle, can be collated by machine, and 
are 75° lighter in weight, thus reducing 
postage. 

For the Army Signal Corps’ dramatic 
mortar locator, the MPQ-10, for exam- 
ple, 65 suppliers were solicited, each re- 
ceiving 1,973 drawings or a total of 128,- 
245. The reproduction method formerly 
used would have required 250 manhours 
at a cost of $6,040. Using xerography and 
offset duplicating, job time was reduced 
to 107 hours and cost only $2,180. 

Let us show you with facts and figures 
how xerography is cutting duplicating 
costs in business, industry, and govern- 
ment for all types of paperwork dupli- 
cating. 


WRITE for proof-of-performance fold- 
ers showing how xerography is saving 
time and thousands of dollars for com- 
panies of all kinds, large and small. 


THE HALOID COMPANY 
57-83X Haloid Street, Rochester 3, N. Y. 


Branch offices in principal U.S. cities and Toronto 


HALOID 
XEROX 


Use Readers’ Inquiry Coupon on Last Page 


Hotel, Chicago. Topics to be cov- 
ered include “How Labor Relations 
Looks to the Professional Administra- 
tor,” “Writing an Understandable La- 


bor Contract,” “The Union Man Looks | 


at His Company,” “Communicating 
Labor Relations Information,” “Prep- 
aration for Collective Bargaining,” and 
“Preparation for Arbitration.” 

The annual conference of the In- 
surance Accounting and Statistical As- 
sociation, which will be held at the 
Palmer House, Chicago, from May 19 
to 22. The conference will consider 
applications of electronic data process- 
ing equipment in the insurance field. 

A course entitled “Electronic Data 
Processing for Business and Industry,” 
to be given in New York at the Park- 
Sheraton Hotel from May 20 to 24. 
The course, given by Canning, Sisson 
and Associates, concerns applications 
rather than details of equipment. It 
has previously been given in New 
York and Chicago and will be repeat 
ed at New York’s Hotel Rooseveit, 
July 22 to 26. 


In Short— 


French international trade fair 
begins in Paris May 25 

The 46th annual Paris International 
Trade Fair, which will include office 
machines among many items ranging 
from heavy duty construction equip- 
ment to housewares and luxury prod- 
ucts, will be held this year from May 
25 to June ro. The exhibits will be 
set up in the 125-acre Fair grounds 
along the Seine River. Products of 
13,000 exhibitors from 39 countries 
will be displayed. Approximately four 
million businessmen and visitors are 
expected to attend this year’s fair, 
which is described as “the world’s 
largest showcase of industrial and 
commercial production.” 


AMA announces changes in 
executive staff 

The American Management Associ- 
ation, national organization devoted to 
management education, has announced 
the following changes in its executive 
staff: C. Whitford McDowell has been 
named manager of the Finance Divi- 
sion, succeeding Clifford J. Craft, who 
becomes Director of Special Projects. 
George Odiorne, formerly director of 
an AMA intra-company program, suc 
ceeds Mr. McDowell as manager © 
the Personnel Division. David J. Se- 
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Ask your stationer to show you the modern fabricated by us . . . or write for a free 
sample of this new long-wearing finish. 


THE SMEAD MANUFACTURING CO., INC. 
HASTINGS, MINNESOTA + LOGAN, OHIO 


filing containers made in the new leather- 


like wear resistant material ... created and 
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I'll keep you posted... 


ob Me tee ee 


My job is to follow up your unfinished business. The open circle in a: ; 
my colored signal channel positively points out the month and day ane ; 
when you had promised someone something. Maybe you want to cs | 
use me as a business safeguard—to make a follow-up or selection of 
“time due”’ records such as purchase orders, collections, insurance, A “, i 
contracts, quotations, production schedules, ete. See your local sta- 
tioner or drop the Smead Company at Hastings, Minnesota, a line on Re 
your business stationery and ask for a free sample of me, No. 19032. Bee 


No. 12-12-56-C 


PRINTED IN U.S. A. 
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Spee _ sagse asaya 


An engineer’s most important tools are his, crea- 
live skill and judgement! Creative force suggests 
different ways of solving a problem. J udgement 
tells him which is the best! 


‘But only experience can sharpen the edge of 
these talents. . . and. polish his technique in 
putting them inte practice with the physical 
tools of his trade. 


In many ways, your AS ES Decutecitative 
is like an expert engineer, for he is a man skilled 
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’ What are an engineer’ s most important tools? 


in building more efficient operation of office 
equipment. 


Is it‘a question of inked ribbon? Of carbon. 


paper? He knows exactly which is the right one 
for all types of typewriters, bookkeeping ma- 
chines and duplicating processes. 


Your Roytype Representative is a valuable 
consultant. He can show you how to get the 
most out of your office equipment... at the 
lowest possible cost. 


. ® : 
Rg Y AL Roytype™®. .. quality supplies for all business machines 


Roytype Business Supplies, products of Royal McBee Corporation, world’s largest manufacturers of typewriters. 


ee manning nahi Aen te ae ee 
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Give your girls 


Hand-folding is a chore and a bore— 
needless drudgery in any office. It’s an 
expensive way to fold form letters, bulle- 
tins, statements, etc. It hits you right in 
the profits. 

Give your girls, and yourself, a big 
break with a little Pitney-Bowes Folding 
Machine. The Model FH costs less than 
a typewriter! < 

The small FH is easy to use, anybody 
can run it. And it does all eight 
basic folds used in office work. Just 
move two knobs and it’s set for the job.¥ 

Electrically-driven, with semi-auto- 
matic feed, it can double-fold up to 80 
letter-size sheets a minute—even faster 
with automatic feed (optional at small 
extra cost). Its big brother, the FM, folds 
19,000 sheets an hour. 


Move two knobs on inch scales to fold widths 
wanted—and the FH is ready to go! 


PITNEY-BOWES 


ey 


Made by originators of the postage meter... 
Offices in 101 cities. 


22. 


a break... with this 


low-cost folding machine! {x} / 


Folding Machines 


A) 


Costs 
less than a 
typewriter ! 

The FH handles sheets from 3 by 3 
inches to 8% by 14 inches, in most all 
weights and finishes. Even folds sheets 
stapled together. 

The FH quickly pays its way in any 
office. For a demonstration, call the 
nearest Pitney-Bowes office. No 
obligation. Or send coupon 
for free illustrated booklet. 


The larger Model FM, 
fully automatic, folds up 
to 19,000 sheets an hour. 


PitNeY-BoweEs, INC. 
2918 Walnut Street 
Stamford, Conn. 


Please send free Folding Machine booklet to: 


Name ieee has _ 


Address 
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cunda has been named manager of the 
General Management Division, replac- 
ing E. O. Malott, who has ‘been ap- 
pointed to the faculty of the Univer- 
sity of Virginia. 


British business show set 
for London next month 

More than 130 firms will exhibit 
office equipment at Britain’s 44th Na- 
tional Business Efficiency Exhibition, 
to be held in London from June 17 to 
27. Space given to equipment will 
total 160,000 square feet. The show 
has been organized by the Office Ap- 


pliance and Business Equipment 
Trades Association. 
IBM reports high demand 
for RAMAC equipment 
International Business Machines 


Corp. has reported that the orders for 
its RAMAC in-line accounting equip- 
ment have been coming in at “many 
times the ordering rate of any other 
electronic data processing equipment 
in the history of the entire industry.” 
RAMAC equipment, which was an- 
nounced in September, employs a new 
random access system which facilitates 
in-line accounting. IBM_ stated that 
more than 1,000 RAMAC systems were 
ordered in the first five months after 
the equipment was introduced, with 
a majority of the orders coming from 
medium-sized companies. 


Automation program scheduled 
for June in New York 

An International Automation Con- 
gress will be held in the New York 
Coliseum from June 9 to 13 concur- 
rently with the Fourth International 
Automation Exposition, which will 
run during the entire week. Confer- 
ences, clinics, and meetings are 
planned; these will be integrated with 
exhibits to be seen at the Exposition. 
Both programs will be under the man- 
agement of Richard Rimbach Associ- 
ates, 845 Ridge Ave., Pittsburgh. 


New York City takes lead in air 
conditioning office buildings 
According to a recent report from 
Carrier Corp., Syracuse, N. Y., manu- 
facturer of air conditioning systems, 
New York City has taken the lead in 
the trend toward “completely air con- 
ditioned cities.” Carrier stated that 71 
large buildings have been built in 
Manhattan since the end of World 
War 11, providing 22,840,000 square 
feet of air conditioned space. During 
the same period, 110,000 tons of cool- 
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me people still send communications 
e character at a time. 


i 

Others use DATAFAX—the fast 
tewart-Warner electronic way to 
ansmit all data over telephone lines. 


Datafax transmits and records any 
aterial: correspondence, drawings, 
ictures, printed matter, even hand- 
ritten notes. And since copies are 
xact duplicate images of the original, 
hance for error is eliminated. 


‘re: Your shipment on the 5”...” 


Cost? 


Automatic transmission and recording 
eliminate need for full-time operator; 
recorders will even respond to trans- 
missions sent after the office is closed 
for the day. Datafax also eliminates re- 
typing, proofreading, intermediate 
handling, intransit delays—and their 
clerical costs. The clear, smudge-proof, 
permanent Datafax copy costs less 
than 2¢ for a letter-sized unit. 
Chances are your accounting... 
inventory control . . . engineering .. . 
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production . . . branch sales . . . and 
warehouse operations have outgrown 
Primitive Communications. Ifso, you'll 
want to find out about Datafax. First, 
send for your copy of the free Datafax 
bulletin. Write: Stewart-Warner Elec- 
tronics, Dept. 42, 1300 N. Kostner 
Ave., Chicago 51, Ill. 


STEWART] 


Al] ELECTRONICS 


CELE) © Division of Stewart-Warner Corporation 
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DI JO N 
COLOR PENCILS! 


DIXON THINEX COLOR PENCILS 


38 Sparkling Colors 


Thin smooth leads. Sharpen easily 


Hold points longer. Give - 


brilliant results. WATERPROOF, 
SMEARPROOF, FADEPROOF. 


7 DIXON BEST COLOR PE 


36 Brilliant Colors — 
Thick lead crayon pencils. S 


: longer-lasting. WATERPROOF, _ 


SMEARPROOF, FADEPROOF. | 


‘4 


DIXON ANADEL COLOR PENCILS 
- 24 Beautiful Colors | 
Blendable when wet, erasable 
_ when dry. Unusygl point strength, 2 
smooth texture, extreme clarity. 
Shown above are 3 colorful reasons why so many people 
prefer Dixon! Some like them red. Some like them bive. 
All ogree that Dixon has engineered color pencils to the 
point of perfection. Dixon Best, Thinex or Anadel . . . there's 
@ Dixon Color pencil for every need. Try Dixon today! 
Available at stationers everywhere, 


THE JOSEPH DIXON CRUCIBLE COMPANY 
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What's the Color of success? 


IT COMES IN AS MANY SHADES AS THERE ARE 


ing capacity has been installed in New 
York office buildings, including year- 
around central systems in 24 major 
existing buildings. Charles V. Fenn, 
vice president of the Machinery and 
Systems Div., said that “when air con- 
ditioned office space reaches a level of 
about 18 per cent of the total office 
area in a given city, the remainder 
of the buildings must then also air 
condition.” He estimated that within 
a decade or two all major office build- 
ings in the country would be air con- 
ditioned. 


Methods improvement contest opens 
under IMS sponsorship 

Entries for the Seventh Annual 
Methods Improvement Contest are 
now being accepted by its sponsor, the 
Industrial Management Society, 35 E. 
Wacker Drive, Chicago. First, sec- 
ond, and third place trophies will be 
awarded to schools and companies for 
16 mm films describing “before and 
after” phases of methods improvement 
projects, and individuals responsible 
will receive certificates of merit. 


Union Carbide awards contract 
for 52-story office building 

The construction contract for the 
new 52-story home office building of 
Union Carbide Corporation has been 
awarded to the George A. Fuller Co. 
of New York. The new structure, to 


-_ 


— 


be 700 feet in height, will be the tall- — 


est building on New York’s Park 
Avenue. It will be erected on the site 
of the Marguery apartment hotel, be- 
tween 47th and 48th Sts., and will be 
completed in 1960. 


Copease Corp. moves headquarters 
in New York 

Copease Corp. has moved to new 
sales and executive headquarters at 425 
Park Ave., New York. The company, 
which distributes Copease photocopy- 
ing machines, has been in temporary 


—EEEw 


headquarters at 70 Fifth Ave. follow- 


ing a move from 270 Park Ave. at the 
end of the year. The latter building is 
being torn down to make way for a 
new office building. 


Paillard changes name of American 
factory branch 

According to a recent announce 
ment, Paillard Products, Inc., Amer- 
ican factory branch of Paillard S. A., 
Swiss manufacturer of Hermes type- 
writers, has changed its name to Pail- 
lard Incorporated. (To page 48) 


OFFICE MANAGEMENT 


—— 


> * 74 . i. " . . =e a 5 ’ 7 . a Pr 
* ek ale 
a er 
ees 
cera ry J 
Roca : 
a7 ie . 
gee ' 
ai ong l 
id ‘a ' 
ee 
cane 
eat 
ope WS 
me AP ‘ 
pe | 
ee 
cs yeh : 
PPTL 
sei. 
hi. ey - : 
a WN | 
. - dj © ogee, 8 Ge ae ok a 
Py ath any >, if , oe en . aa Sh fc ' . 
fe > ‘ag - cane ua Je - Ss = par is e a ys 4A 
oe mide za eo sn : 
ie). Lage SS = 
eden # bee OU 6 
Se “gilt: eee | 
ha iene a vA 
Ses 2 Vt es: / hy eres 
Bat ane ee © ; 3 ae 
os eine ie 1 4) 4 aE 
Siwy td alt 7 Be ee 
Ey a Bets 7 y = 3 b. : j 
reuay eins cad eo ” a co ‘ 2 ah 
Po hee. = JOY panne: ° se Ss a 
EAS ny ‘To : ON) ee S 4 Be j 
tay tp oe. : : J ' 
a4 
aid | es wg a | 
ee . ____F- | 
The a _ e: a i 
a 4 ag 
uy a . . f 
a et 7 > ~~ —_ a 
. oa F aks _ | a 4 
i SS P a % 
Be “ “on =? j 
ae e. | | 
Fest oe. Fin ae 
a > ar a 
” a a : 2; i : / 
a ae oe ee 5 
g ee “cate . - i cs 4 a ‘ 
ie 2 ee a aS vem 
= Pe one : Se: ae at 
goats a" al Pi oS —ee 
pelea Ua ae a : a = 
a ; . ‘ ei 
y 
. aed an ; 
‘Vt i —_ i 
Be ip ALS 
- SG rartd . . 
ind a r tS at 
geen . a ey 
seo ieee om da o Bot 
Stee F hs a 
ee Es ae i - : 
See See : ; arco Lak es ' 
aioe Tine ° oem aiothies, ‘secu Be ' 
Es 2 ’ : | 
sere tg) tn LS j 
eoghh ry . LS, 
eo ae bn 
: “te Nes a ee. ( 
od : . a Be, - a chi Se : 
re 2 : - i Pied =a ‘res ' 
Me til: i = 4 ie. ae 
a Sa Be ae : a 
F'n bd wo ee 5 hi , 
. ge 7 - ee: = 
Pt; a 7 : : . oe | 
AB» Pir . cae " . aS i. ‘ 
Biss : nee 
oe. Y , bee, 
si ‘ ey. et | 
sae pe { 
Sie ear Sc; ae } 
sol 7 yas 
ata ae 
~ ats bik, go 7 Dh, 
ay ? . " 
ps " ' 
eo - 4 f 
ae : | 
r Ry - ‘e i | 
oa al Pe: , ' Fs a 
ee. aps | | 
Rit 
mst To ss es 
er : ‘4 
4 me le] VIVISIOl wry . tome . JQrsey Gl ~ = 2 
CRS gee SSAe SS ean dpe ae ee, SEES asdad a 
pa 
’, ty, J 
es Eh 
eee i ccteeS > 
Peay |” 
i Pin Br ocke : i . r. toe 
een ot oe - artis ode ee 4 : aay pak > : a a _— 
oe Teens a re aed, Se 7 vA a... CU oie. ae _ = - oe 2 * 


pens 


nnual 
are 
r, the 
35 E. 
ec 
ill be 
*s for 
and 
-ment 
nsible 


—w 


— 


order 
to invoice... 


WRITTEN 


JUST ONCE 


End costly “repeat writing” every time you fill an 
order this new Ozalid Direct Copy way. 

From just one writing ... you get stock tickets, pack- 
ing slips, accounting control copies, invoice—in fact, 
all your paperwork. As a result, you end costly, repeti- 
tious handcopying and _ retyping...eliminate copy 
errors and proofreading . .. get shipments and bills out 
sooner . . . improve customer service. 

Ozalid ends wasteful duplication of paperwork 
throughout vour business. In every department, 
Ozalid replaces costly writing or tvping with inexpen- 
sive Direct Copying. 


Ozalid makes copies of anything written, printed, 
typed or drawn on any paper that transmits light—at 
the lowest cost per copy of any similar process. Ac- 
tually, you pay less than a penny for a letter-size sheet 
of sensitized Ozalid paper. 

For the full story, call your local Ozalid representa- 
tive...or send coupon below for more information. 


OZALICD*” 


DIRECT SYSTEMS 


A Division of General Aniline & Film Corporation. In Canada: Hughes Owens Company, Ltd., Montreal 


Ozalid, Dept. K-5, Johnson City, N.Y. 


Copying can help us with our: 
O Order-Invoicing O Purchasing 
0 Production Control 0 Receiving 
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Please send more information on how Ozalid Direct 


( Accounting 
0 Engineering 


Position 


Firm 


Address. 
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SIR LAUNCELOT LAUDS A LEADER! 


Here’s fatigue-free Secretarial Seating by Royal—the 
popular Model 1263 Posture Chair for day-long top 


efficiency. 


Te 


‘ge 


$i 


Extra-large 1614” wide x 1514” x 214” thick roll-front, 
foam-rubber seat adjusts to any height from 1614” to 
1914”. The hinged, free-floating foam-rubber back is 
4-way adjustable—upward, downward, forward, back- 
ward—to “personalize” this good-looking chair for 
perfect compatibility. 


¢ 


ty METAL FURNITURE 


EXECUTIVE OFFICE CAFETERIA 
CONFERENCE ROOM 
GENERAL OFFICE 
Lou RECORD STORAGE 

— CABINETS 
RECEPTION ROOM 


VERTICAL FILING 
SYSTEMS 


WARDROBES AND 


_ EMPLOYEE REST AREA SHELVING 


tab Pe lt lls 


Dealers and Showrooms Coast to Coast 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 


There’s no better way to boost office morale, to speed 
output, sustain skills and alertness . . . and no better 
investment in long-service return than this functional, 
well-built Royal leader. 

Soft-rubber, ball-bearing casters roll silently, protect 
floors from damage. Frame is sturdy steel throughout, 
finished in your color selection of exclusive Royal 
Plastelle enamel. Choice of durable upholsteries rivals 
the rainbow. For any decor, for every office, here’s 
beauty and comfort that pays for itself . . . economy 
that always makes sense. 


A request on your business letterhead 
will bring you complete information promptly. 


\N METAL FURNITURE IT's 


SINCE ‘97 


ROYAL METAL MANUFACTURING COMPANY 


175 No. Michigan Ave., Chicago 1, Illinois, Dept. 6F 
In Canada: Royal Metal Manufacturing Co. Limited, Galt, Ontario 
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OFFICE MANAGEMENT 
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HERES HOW... 


Angelica Uniform 2 achieves maximum automation 


i = on 
te in an ADP system 


The company’s success proves that maxi- 
mum automation of data processing results 
from thoroughly planned procedures; em- 
ployment of proper forms, construction and 
design; and full utilization of latest writing 
machine equipment. From the one ADP in- 
stallation Angelica not only automated four % 
separate procedures into one, but won gains ae 
never realized before . . . speed of processing, ; 
freedom from error and delay, company-wide 

control, and current knowledge of inventory. 


j 


O2t07507 © 0 0 0000 


: LLLIZIILILLLL LLL LL, 


A master tape containing constant customer 
information, together with salesman’s order, 
is the starting point for the automated chain. 
The chain utilizes Flexowriters, wire trans- 
mitters and perforators, by-product tapes at 
four stages, and specially designed Moore 
forms. It handles all operations speedily . . . 
order acknowledgment, order processing, 
preparation of invoices, tabulation of sales 
analyses, and other statistics. 


wee ae 


eooeoeoooeoesesc oogooeo@qeeeceoceoeocte@¢edecdsd 6 
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The Moore man, using Moore facilities, 
helped with the scientific design and con- 
struction of the forms . . . 3-part Customer 
Acknowledgment, 5-part Order Form, and 
4-part Invoice. 


If you would like to read 
the details in this booklet, 
write on your Company 
letterhead to the Moore 
office nearest you. 


MOORE BUSINESS FORMS 


NIAGARA FALLS, N.Y. + DENTON, TEX. + EMERYVILLE, CALIF. 


| Since 1882 the world’s largest manufacturer of business forms and systems. Over 300 
offices and factories across U.S., Canada, Mexico, Caribbean, and Central America. 
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only the world's 
fastest electric 
gives you convenient 


HALF SPACING 


Easiest method of error control, 
Half Spacing is but one of a host 
of Smith-Corona exclusives that 
mean faster, finer typing. 

Other Smith-Corona exclusives: 


Page Gage—amazing device that 
eliminates the usual worry 
about end-of-page typing. 


Keyboard Contro!—all operating 
controls concentrated in 
the keyboard area. 


Pius: Air cushioned carriage return, 
four automatic repeat actions. 


Call your Smith-Corona 
representative for a demonstration. 


SM ITH-CORONA ELECTRIC 


OFFICE MANAGEMENT 


’ best business 
connection you ever made 
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Coming Events 


AMA Spring Insurance Conference. 
New York, May 8-10. 


Sponsor: American Management As- 
sociation. Place: Hotel Statler. 


NOMA International Conference. Los 
Angeles, May 12-16. 

Sponsor: National Office Management 
Association. Place: Hotel Statler. 


AMA Special Office Management Con- 
ference. New York, May 20-21. 


Sponsor: American Management As- 
sociation. Place: Hotel Commodore. 


IASA Annual International Confer- 
ence and Business Show. Chicago, 
May 20-22. 


Sponsor: Insurance Accounting & Sta- 
istical Association. Place: The Palmer 
House. 


International Automation Exposition 
and Office Automation Conference. 
New York, June 9-13. 


Sponsor: Richard Rimbach Associates, 
Inc. Place: New York Coliseum. 


Columbia U. Consumer Credit Man- 
agement Program. Harriman, N. Y., 
June 9-14, 


Sponsor: Graduate School of Business, 
Columbia University. Place: Arden 
House. 


Columbia U. Executive Program in 
Business Administration. Harriman, 
N. Y., June 16-July 27. 

Sponsor: Graduate School of Business, 
Columbia University. Place: Arden 
House. 


AICPA Annual Conference of CPA’s 
of the Pacific Northwest. Gearhart, 
Ore., June 20-22. 


Sponsor: American Institute of Certi- 
fied Public Accountants (new name of 
the American Institute of Account- 
ants, as of June 1). Place: Gearhart 
Hotel. 


SAM Small Business Conference. June 
23-24. 


Sponsor: Society for Advancement of 
Management, Inc. 


NACA 38th Annual Cost Conference. 
Washington, D. C., June 23-27. 
Sponsor: National Association of Cost 
Accountants. Places: Sheraton Park 
and Shoreham Hotels. 


NMAA 6th National Conference and 
Business Show. Chicago, June 26-28. 
Sponsor: National Machine Account- 
ants Association. Place: Conrad Hilton 
Hotel. 
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with the EDITOR: 


AS each issue of a magazine “goes 
to bed,” the last thing most editors 
usually want to do is talk about— 
or even think about—the contents 
of the succeeding issue. (The fact 
that the clock or the calendar forces 
them to do it is immaterial; enthus- 
siasm usually doesn’t return until 
a brief, period has 
elapsed.) 


restorative 


WE'RE no exceptions to that gen- 
eral rule, but we think our line-up 
for June is so good that we—even 
at this stage of the game—don’t 
mind a bit talking about it. 


“GAME” is the word. For one of 
our major articles in June will be 
concerned with an innovation the 
American Management Association 
is unveiling early in May. AMA, 
after a thorough study of the war 
games that, by simulating war con- 
ditions in peacetime, prepare naval 
and military officers to make the 
right decisions the first time on a 
real battlefield, has evolved a busi- 
ness “war game” in which teams 
compete against each other under 
simulated business conditions to 
win competitive advantage in the 
“business market.” AMA feels that 
such training will be an advantage 
to all groups in business. Top com- 
pany officers who have to make 
Gecisions in real situations now will 
he able to improve those decisions; 
junior and middle-level executives 
can obtain practical training that 
will equip them better for the de- 
cision-making responsibilities they 
will face as they move up in the 
AMA states 


that in its “game,” competing teams 


company _ hierarchy. 


will have the chance to make all the 


major decisions that would mean 
success or failure in a true competi- 
tive situation, and see the results of 
their decisions immediately. All 
without the normal penalties of 
failure, if they make the wrong 
decisions, of course. 


THE game has been organized for 
the type of decision-making that is 
carried out at the top management 
level. The feeling is that this is 
most valuable to all who may par- 
ticipate in the game in the future 
-—the top man because he can im- 
prove the decisions he is already 
being called on to make, the man 
on the way up because he can learn 
in advance the best way to handle 
situations which he may eventually 
face in reality. 


WATCH for a full report in our 
June issue on how the game oper 
ates, and results of its first run- 
through, to be played in New York 
early in May by five teams of three 
or four executives each. 


ALSO scheduled as major features 
for June: first reports on the 
NOMA conference in Los Angeles 
to be held in the middle of May, 
and an article on the collective bar- 
gaining process, which is something 
many office administrators may 
have to become better acquainted 
with if the plans of the AFL-CIO 
to organize white collar workers 
this year have any measure of 
success, 


Editor 
Robert Beeman, Managing Editor 
Thomas V. Murphy, Editor-in-Chief 
Geyer-McAllister Publications 


NSA Annual Convention. St. Louis, 
July 17-20. 

Sponsor: The National Secretaries As- 
sociation (International). Place: Sher- 
aton-Jefferson Hotel. 


Columbia U. Executive Program in 
Business Administration. Harriman, 
N. Y., August 11-September 21. 


Sponsor: Graduate School of Business, 
Columbia University. Place: Arden 


House. 


ACME General Meeting. Hot Springs, 
Va., September 12-15. 

Sponsor: Association of Consulting 
Management Engineers, Inc. Place: 
The Homestead. 
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Fresh Contemporary Design 
in warm glowing walnut 
Priced for Universal Use % 


s Denominator 


Everyone in your organization from 
bookkeeper to director enjoys the luxurious 
warmth and design of fine wood chairs. At last, a 
; chair family has been created which embodies 
BoP all the traditional quality and design for 

| which B. L. Marble is famous, at a price that 
suggests its use in your general offices. 


eT ere ee fe 


Note the swept-back legs. Graceful, yes . . . 
but also an important wall-saving feature. 
Curved backs and seats are amazingly 
comfortable. Though their appearance is one of 
lightness, Denominators are designed for 
years of hard daily use. 

Denominator’s attractive design has been 
achieved with economical construction. 
There’s absolutely no sacrifice of material 
quality or sound construction principles. 
Denominators are fully guaranteed for comfort, 
appearance and long office life . . . as is every 
Marble chair. See and buy Denominators 
at your Marble dealers today. ~ 


The World’s 
Largest Selection 
of Fine 

Office Seating 


Contemporary 
Modern 
Traditional 


Designed with 
Ageless Form and 
Enduring 
Substance 


THE B.L. 


Marble 
CHAIR COMPANY 
Bectora, Onio 
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editorial 


New offices from old 


A PHENOMENON going right along with the great boom in new office 
buildings referred to in the April editorial is a great increase in the rejuvena- 
tion of older office buildings—a development which will add vastly and on a 
far wider scale to modern work area as the country’s demand for better 
offices continues to grow. 

In nearly every community office buildings can be found where archi- 
tectural skill in providing new entrance lobbies, air conditioning, and per- 
haps new elevators has put back into circulation, so to speak, properties 
slipping downhill in value to owners or attraction to office tenants. These 
remodeled structures inevitably stimulate rehabilitation of office space therein, 
so that all the ‘benefit of modern thought in office layout and equipment 
can be made available. In good work of this kind one result is that the 
office is immediately put in a better competitive position in the important 
task of attracting and holding the best type of employee. There is the obvi- 
ous underlying advantage of strengthening the prestige as well as the efficiency 
of operation of the company whose office has undergone modernization. 

Offices, like people, age imperceptibly, but unlike people they age much 
more rapidly—and the appearance of a smart new office tower nearby quite 
often comes as a real shock to office executives who had fondly imagined 
their offices to be thoroughly in tune with the times. 

Even where rejuvenation architecturally of the building itself cannot be 
immediately attained, the offices in the building still can be rejuvenated and 
brought directly into line with 1957. 
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Pre-demonstration procedures prepare company personnel to check all pertinent data on machine at demonstration. 


How to systematize the selection and 
buying of office equipment 


Home Life Insurance, finding information on new ma- 
chine developments scattered, uncoordinated, centralized 
responsibility for gathering, distributing machine data 


IN THE AVALANCHE of new 
machines and new applications, the 
intricacies of magnetic tape and 
punched paper tape, computers, and 
leased wire circuits, many an office 
administrator is rapidly losing control 
of the situation. It’s becoming a full- 
time job just keeping up with new 
machine applications, and making sure 
that when the company does buy, it 
buys the right equipment in the right 
quantity for the right purpose. 

The larger the company, naturally, 
the greater the problem, because the 
greater is the specialization of various 
departments, so that sharply varying 
needs in different parts of the enter- 
prise complicate the picture. But as 
most machines become more complex, 
and at the same time more specialized, 
the problem becomes acute for com- 
panies right down the line to the 
medium-sized and small firms. 

The Home Life Insurance Com- 
pany of New York went through 
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exactly this experience—and has done 
something about it. It has put the 
procurement of equipment on a sci- 
entific basis—a basis moreover which 
can be used, with suitable adaptation, 
by a firm of almost any size. 

Home Life is, in comparison with 
the giants of insurance, a medium 
sized company, although it ranks 
among the top tenth of life insurance 
firms in this country. Its more than 
twelve hundred employees are divided 
almost equally between the Home Of- 
fice in New York, and 70 branch of- 
fices throughout the country, with a 
slight majority in the field. 

The company has had a Methods 
Division for years (it was one of the 
first insurance companies to create such 
a department) and equipment selec- 
tion has traditionally been a Methods 
Division function at Home Life. The 
experience of this division and the 
changes that have been made in its 
routine for comparing and _ selecting 


equipment paint a picture of the: 
changes that have taken place in the 
entire office machine field, with all the 
accompanying changes implied in the 
way the office does its work. 

When the Methods Division first 
took over responsibility for equipment 
selection and integration at Home Life, | 
the company was much smaller than it 
is today—and the machine picture was 
much simpler. The division itself was 
small; its personnel were mainly peo- | 
ple selected from line departments, and 
therefore familiar with the specific re- 
quirements of their old departments. 


As one of its first steps toward a | 
scientific program of equipment selec- | 
tion, the Methods Division people | 
started to establish standards for the 
widely used office machines the com- 
pany was then employing. They de- | 
vised tests for equipment taking in 
all the factors which they could think 
of on the basis of their own experience 
in company departments, and_ their 
knowledge of the company’s overall 
needs. 

The system worked very well—for 
three main reasons. The company in 
this era was not highly mechanized, 
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the equipment used was of relatively 
simple character; the size of the divi- 
sion meant that exchange and co- 
ordination of information among its 


_ people was a relatively simple matter. 


' Last and perhaps 


most important, 
machine developments themselves fol- 
lowed a more leisurely pattern than 
today, a pattern that it was not too 


_ dificult to keep pace with. So a less 


formal pattern of machine investiga- 
tion and selection was justified. 


Change began after war 


This picture began to change rapid- 


_ ly during the vast expansion of both 


paperwork routines and office machine 


_ developments that began after World 
- War II; troubles began developing too 


in the system that up to that point had 
worked so well. The company itself 
was growing, and with it the Methods 


- Division, so that the old more or less 
- informal, but effective, communication 


—E——E 


and interchange of information among 
its members was no longer to be de- 
pended on. Moreover, as the work of 
the entire company increased in 
tempo, and as machine changes and 
developments began coming at a much 
faster rate, it was necessary to make 


_ purchases not in terms of the needs 


n first 


ipment 


ie Life, | 
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of one department at a time, but in 
terms of the overall needs of the com- 
pany. 

The situation was further compli- 
cated by the fact that the growth of the 
Methods Division, and the greater spe- 
cialization called on from division 
members meant that it began to recruit 
college trainees directly—not necessar- 
ily for a career in methods work but 
for future management posts. It was 
felt that introduction to the company 
through the Methods Division was 
ideal for such trainees. 


But this change meant that the new 
division personnel did not have the 
intimate background in the company 
that their predecessors had had. They 
had to be given thorough training 
courses before they could begin to spe- 
cialize. And one of the greatest blocks 
in their training proved to be the 
study of office machines, which was 
so important to the methods function. 

Troubles multiplied as different in- 
dividuals in the department investig- 
ated machines. Research and study 
were duplicated, and such duplication 
increased as the files proved inadequate 
to handle information on all the new 
types of machines. The company found 
that information was no longer being 
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coordinated properly between the mem- 
bers of the department; that knowl- 
edge of the machines available for a 
given job was becoming too special- 
ized: men were reviewing and analyz- 
ing equipment in the light only of the 
particular projects they were working 
on, without being able to correlate the 
equipment standards with the needs 
of other areas of the company. More- 
over, because of the fact that the filing 
system was becoming increasingly 
cumbersome, men sometimes repeated 
the same studies that had been made 
by others in the department because 
they could find no information in the 
files on the particular machines they 
were investigating. 

The insurance company took a long 
hard look at the situation and decided 
that the Methods Division itself was 
in need of a thoroughgoing reorganiza- 
tion on this single problem of accu- 
mulating and correlating information 
on office machines. In order to accom- 


plish this, an Office Machines Research 
project was established, with four main 
objectives: 

1. To pinpoint responsibility for of- 
fice machine research, 

2. To improve procedures for sched- 
uling, attending, and reporting on 
equipment demonstrations and com- 
parisons. 

3. To revise the filing system. 

4. To assure that the division had 
the widest possible knowledge and 
consideration of all new or improved 
machines applicable in all areas of the 
company. 

In order to get the project moving, 
an Office Machines Committee was cre- 
ated, consisting of three members of 
the Methods Division appointed by the 
Methods Manager. This committee 
was given as its primary duties: 

1. To conduct comparison tests of 
available office machines and auxiliary 
supplies, to record results and recom- 
mendations. 
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Complete new filing system was set up to accommodate machine data 
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2. To arrange for demonstrations of 
products for which there might be an 
application in company operations, 
and to record all results and recom- 
mendations. 

3. To be responsible for maintaining 
up-to-date files of information on prod- 
ucts and product applications. 

4. To take charge of installation of 
all new equipment, and to follow up 
on results of the installation. 

5. To select the Methods Assistants 
and line department personnel to at- 
tend demonstrations of equipment, or 
comparison tests, and handle all de- 
tails of their participation. 

6. To see to it that demonstration 
reports, comparison tests, and recom- 
mendations in equipment were dissem- 
inated to all people in the organization 
who might be concerned with such 
reports. 

7. To solicit ideas constantly from 
members of the Methods Division and 
line departments on the use of equip- 
ment in all departments of the com- 
pany and to arrange for investigations 
of the merits of these ideas and sug- 
gestions. 

One of the three members of the 
Committee was appointed Secretary, 
and he had as additional duty the spe- 
cific responsibility of setting up and 
maintaining an Office Machine Dem- 
onstrations Log, and of carrying out 
much of the follow-up work on post- 


—————— 
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demonstration reports. The Secretary 
was also assigned to keep the filing 
index up-to-date, to be responsible for 
file maintenance, and to set dates for 
committee meetings. 

It was decided at the very beginning 
that electronic and punched card 
equipment would be excluded from 
the activities of the committee since the 
company already had staff members 
working on these applications, and it 
was felt they were so specialized that 
it was best to leave their investigation 
as a separate effort. 

Home Life found that the new com- 
mittee set-up brought about immediate 
improvement in product demonstra- 
tions and tests, but that it was difficult 
to circulate information stemming 
from the tests to all interested parties. 
So a form was created for circulation 
to all parties who might logically be 
interested in new equipment possibili- 
ties. This report was completed and 
circulated whenever new machines or 
machine improvements were demon- 
strated for the company’s Machine 
Committee. 

The form provides for a product de- 
scription, to which can be attached de- 
scriptive literature from the manufac- 
turer. It also has a blank in which 
can be recorded all the tests made by 
the company during the machine dem- 
onstrations, and their results, as well 
as the results of tests made by the 


Filing category breakdowns even include auxiliary equipment 
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The basic system could be adopted—or rather adapted—by practically any company. . . 


company after the demonstration has 
been concluded, and the machine has | 


been left in the Methods Division for 
further study. 
The form also allows space for com- 


ments from the company personnel 


who make the tests. 

Accompanying the form as it went 
out to interested line people was a list 
of possible applications the machines 


described might have in the company. , 


The people who received the report 
were invited to add to this list if 
applications occurred to them which 
had not occurred to those witnessing 
the demonstration. 

If it was felt that any further action 
should be taken on the equipment de- 
scribed, this fact was noted, so that 
all people receiving the form might 
either concur or list their objections. 


Check list precedes demonstration 


And finally space was left on the 
form for any remarks or comments 
that would be pertinent, but which 
were not covered in any of the cate- 
gories of information called for. 

This external form for use after a 
demonstration had been held helped 
to circularize in a systematic manner 
all information gathered during ‘the 
demonstration and during subsequent 
tests on equipment. But the Commit- 
tee did not stop here. It also system- 
atized the preparation and staging of 
the demonstration itself, through a 
demonstration check list, and through 
demonstration meetings. 

The demonstration check list sum- 
marizes in advance all the information 
the company has on the equipment 
to be tested. Files are checked for any 
past experiences with the equipment 
or new claims for it. The check list 
requires of the manufacturer’s repre- 
sentative major points of basic con- 
struction of the unit, details on service 
and replacement of parts, detailed 
breakdown of prices, and delivery 
time, as well as the names of other 
companies using the equipment. All 
these are checked with the manufac- 
turer or his representative and made 
part of the permanent record. 

In preparation for demonstrations of 
new equipment, all those who will 
attend the demonstration meet first to 
discuss how the demonstration is to 
be conducted, possible applications of 

(To page 84) 
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Frank M. Knox 
Frank M. Knox Co. 


Howard A. Brooks 
Pan American Airways 


John S. Coleman 
Burroughs Corp. 


i 


- H. Gove 
EMC } Stine Corp. 


Robert Tannenbaum 
University of California 


W. S. Bagby 
Pacific Mutual Life Insurance 


“NOMA announces complete schedule for 
annual conference in Los Angeles 


Annual conference and exposition to be held May 12-16; 


topics to be discussed include white collar unionization, 


forms control. integrated data processing, automation 


SUNNY SOUTHERN CALIFORNIA 
will be the scene of the National Office 
Management Association’s 38th Inter- 
national Conference and Exposition, 
opening in Los Angeles on the 12th 
of this month. Covering subjects that 
range from office automation to office 
unionization trends, the conference 
will run three days. The concurrent 
office equipment exposition, which will 
open on the 13th, will be held open 
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for one additional day following the 
close of the conference sessions. 
Sunday, May 12, will be given over 
to the Chapter Officers Council, a tea 
for NOMA wives and guests, and the 
Chapter Presidents Dinner in the eve- 
ning. Actual business sessions will 
begin on Monday morning with elec- 
tion of new national officers, following 
the keynote session, at which the ma- 
jor speaker will be John S. Coleman, 


president of Burroughs Corporation, 
and the United States Chamber of 
Commerce. 

The first technical session will open 
on Monday afternoon, when Allen H. 
Mogenson, Work Simplification Con- 
ferences, New York, N. Y., speaks on 
“Too Much Automation—Not Enough 
Humanation,” emphasizing the need 
to motivate workers even in the era 
of automation. Second Monday after- 
noon session will be given over to a 
discussion of “Brainstorming” with 
B. B. Goldner, of LaSalle College, 
Philadelphia, as speaker. 

Simultaneously with the Monday 
afternoon sessions, two new NOMA 
films, “Integrated Data Processing” 
and Series II of “Supervisory Prob- 
lems in the Office,” will be shown, at 
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Number of exhibitors has already passed total at last NOMA West Coast conference .. . 


three different times: 2:00, 3:30, and 
5:00 P.M. R. A. Scudder, of The 
Standard Register Co., Dayton, Ohio, 
will introduce the IDP film, and lead 
a general discussion of integrated data 
processing. 

Tuesday will be given over to a dual 
series of talks, held concurrently. Open- 
ing talks will be “How to Get Suc- 
cessful Executive Action,” and “Forms 
Control”—Part 1. E. C. Schleh, of 
Schleh Associates, Minneapolis, will 
outline in the Executive Action talk, 
possible approaches by which manage- 
ment executives may lead their people 
to top job effectiveness. Frank M. 
Knox, of the Frank M. Knox Co., 
Cleveland, will outline the principles 
of Forms Control. 

The Forms Control discussion will 
continue through the second morning 
session, while the concurrent session 
will be given over to a talk on “De- 
veloping Supervisory Techniques” by 
Frank D. Hurt, W. A. Alexander & 
Co., Chicago. The second half of the 
Forms Control discussion will be con- 
cerned with an outline of the prin- 
ciples and techniques of good forms 
design. 

The following two simultaneous 
sessions on the morning program will 


be talks on “Dealing with Ourselves 
Before Dealing with Others,” and 
“The Goldmine in Your Mailroom.” 
Robert Tannenbaum, University of 
California, will handle the first sub- 
ject; B. E. Sherwood, American Air- 
lines, New York, and Howard A. 
Brooks, Pan American World Air- 
ways, Long Island City, the second. 

Concluding talks on the day’s pro- 
gram will be “The Human Side of 
Electronics,” with W. S. Bagby, Paci- 
fic Mutual Life Insurance Co., Los 
Angeles, as the speaker, and Part II 
of “The Goldmine in Your Mailroom” 
with Mr. Sherwood, Howard A. 
Brooks, Pan American World Air- 
ways, Long Island City, and Maurice 
H. Stans, Deputy Postmaster General, 
as speakers. 


Banquet to be held Tuesday 


The annual NOMA banquet will be 
held on Tuesday evening, with W. H. 
Give, EMC Recordings Corp., St. Paul, 
Minn. as speaker. His subject: “You 
Make the Difference.” 

Wednesday, the concluding day of 
the conference, will open with a tech- 
nical discussion of unionization trends 
among clerical employees. Speaking 
on “Target for Tomorrow—The White 


Collar Employee” will be Hiram §. 
Hall, Hall and Lange, New York. 
This will be followed by a panel dis- 
cussion on “Office Unionization,” 
which will discuss some of the ways 
management might meet the newly- 
announced drive of major unions to 
organize white collar workers. Speak- 
ers will be Robert D. Gray, California 
Institute of Technology, Richard W. 
Lund, Latham & Watkins, Law Of- 
fices, Los Angeles, Paul Prasow, Uni- 
versity of California, and Henry K. 
Swenerton, Gladding, McBean & Co., 
Los Angeles. 

Moderator of the panel discussion 
will be John N. Given, Los Angeles 
Junior Chamber of Commerce. 

Final event of the conference will 
be the annual luncheon on Wednesday. 

TV and radio personalities will en- 
tertain after the Chapter Presidents 
Dinner on Sunday evening, and there 
will be dancing following the annual 
banquet on Tuesday. Convention 
headquarters will be the Statler Hotel, 
while the business equipment exposi- 
tion will be held in Los Angeles Shrine 
Exposition Hall. 

Special social events for women in- 
clude a tour of Disneyland on Monday, 
and the opening tea on Sunday. 
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A narrow span of control can result in a top heavy organization, too much direction from above 


Does your office follow sound 


span of control principles ? 


Too limited a span of control can be just as much of a 


disadvantage as giving an executive responsibility for too 


many separate activities. Both hurt the company! 


by Stanley H. Mansbridge 
Senior Organization and Methods Officer, Canadian Civil Service, Ottawa 


THE STUDENT of organization 
theory and the management analyst 
who endeavour to keep abreast of 
management literature have been con- 
fronted of late with a great deal of 
misleading and confusing statements 
on the subject of span of control. 

It would be too much to hope that 
this further article on the subject will 
be accepted as definitive, but it is time 
the matter was brought down from 
the clouds and recognized as the com- 
monplace element it really is. 

It is desirable first to define span of 
control in simple terms. Control in 
organization theory means simply the 
check or measurement of performance 
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against plan, purpose or intention. 
Each segment in an organization has 
a purpose or function and its efforts 
are, or most certainly should be, direct- 
ed towards a certain end. The task of 
control is to determine whether that 
end is being efficiently achieved. 

The span of control for any one 
executive, therefore, means the range 
of activities or units of organization 
which that executive is trying to con- 
trol and direct. 

No one will argue that the span can 
have no limit and no one should argue 
that the span is the same for all men. 
An executive who works a six-hour 
day would obviously be able to span 


a greater number of activities if he 
were to work an eight or ten-hour 
day. Here then is a possible variation 
for the same person. 

It is equally evident, given the vari- 
able capacity of individuals, that some 
executives will have greater individual 
capacity in terms of intellect and en- 
ergy than others. And, consequently, 
the truly effective span of control’ is 
never likely to be the same for two 
successive holders of a position of re- 
sponsibility involving the control and 
direction of activities or units of or- 
ganization. 

What then is the argument or dis- 
cussion all about? Possibly it concerns 
the desire to place certain mathemati- 
cal limits on the span. For example, 
certain military organizations use the 
three and seven rule, or variations of 
it. This means, simply, that no execu- 
tive should have less than three or 
more than seven subordinate executives 
reporting to him for direction and 
control, 
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It must be recognized that some 
rigidity of organization must be ac- 
cepted for military formations. The 
principle of frequent rotation of offi- 
cers from job to job and the need to 
be able to splan a vast and rapid ex- 
pansion at very short notice in an 
emergency, are the prime causes. Sure- 
ly it would be equally necessary for 
industrial, commercial or government 
organizations to adopt certain rigid 
rules of organization if the same cir- 
cumstances were to apply—but only if 
the same conditions applied. 

It follows then that military forma- 
tions cannot recognize the wide vari- 
ations in human capacities to the same 
degree as other forms of large scale 
organizations, and do require some rea- 
sonably simple rules of thumb. 

Nevertheless, and despite the im- 
plied dismissal of the three and seven 
rule, our own experience has taught us 
that it has a considerable value to any 
organization analyst. Where organiza- 
tional problems exist, it is well to find 
out whether the three and seven rule 
is violated and, if it is, to make a 
careful study of whether this violation 
is the cause of the difficulties. And it: 
most frequently is! 

Much of the criticism of the theory 
of span of control centers around 
rather pointless discussions of the up- 
per limit of the number of executives 
one man can direct. This, however, 
tends to obscure the fact that a fre- 
quent source of difficulty and, conse- 
quently, of waste and inefficiency is 
the very reverse. 
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For example, in one organization 
we examined, the major finding was 
that at the various executive levels 
there was a too-limited span of con- 
trol. This resulted in top-heavy organ- 
ization, far too much direction from 
above, and considerable irritation to 
the many able men in the organization 
because chiefs, managers and directors 
were always in their hair. 

If directors have too little to direct 
or managers too little to manage, they 
will inevitably interfere too much in 
the day-to-day activities of their sub- 
ordinates, provided they wish to keep 
themselves busy. And this is not only 
bad organization but is extremely 
wasteful. 


Penalties of overextension 


In the example mentioned, it proved 
possible to make significant reductions 
in the number of executives when a 
reorganization was effected. The re- 
organization was based almost entire- 
ly on extending the span of control 
for most of the management levels. 

As for the organizational weaknesses 
which exist when span of control is 
over-extended, they may be listed as 
follows: 

(1) That subordinate activities are 
not subject to sufficient check and con- 
trol. 

(2) That certain units become or- 
phans in the organization. 

(3) That matters of policy are de- 
cided arbitrarily and without due re- 
gard to the effect on other units of 
erganization. 


The old military rule of “three and seven” is not infallible, but if 
trouble develops it’s always wise to see whether it’s being violated 
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(4) That coordination 
arise. 

(5) That the true purpose or value | 
of activities are not subject to continu. | 
ous review. i 

(6) That the senior executives be. | 
come so preoccupied with day-to-day | 
matters that the long view is never 
taken and planning becomes at most | 
a matter of quick decision rather than | 
the subject of careful study. 

This list of weaknesses could be | 
lengthened and it is these weaknesses | 
in an organization which should | 
prompt a review of the span of con. | 
trol. 

Another trap which exists for the 
unwary exists in the temptation to_ 
assume that the load on a top execu- | 
tive is fully represented by the num- 
ber of lines of authority which are | 
shown reporting to him on a formal | 
organization chart. That this can be | 
a considerable removal from the — } 
situation has been evident in many of | 
the organization 
have made. 

For example, in one commercial or- 
ganization which we examined recent- 
ly, not more than 30 percent of his 
time was spent by the top executive 
in handling problems arising from the 
departments which reported to him. | 
Of his ten-hour day, an average of 
some five hours was spent in confer- | 
ences, meetings and discussions with | 
the management board, with local or- 
ganizations and associations, and with 
clients, customers, and competitors. 
A further two hours was spent in | 
studying development projects, con- | 
sidering expansion programs, and like | 
matters. 

An average of three hours a day 
remained for the control and direction 
of the ten separate departments which 
reported to him. 

He was, of course, demonstrating | 
the amazing capacity of a dynamic | 
and devoted senior executive but, by 
his own admission, he was unable to 
tackle all the problems which required | 
attention and a large proportion of the | 
neglected problems were matters of 
direction and co-ordination. Further- 
more, it was apparent from the survey 
which followed that he was also un- 
aware of a considerable number of 
unsolved problems which, in recogni- 
tion of his impossible load of work, | 
were just not referred to him by some | 
of his subordinate executives. : 

In this particular survey it became | 
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Selective information tape is run through tape-to-card converter, providing 
punched tabulating cards for inventory, sales analysis, accounts receivable 
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How we cut record-posting time ten days 


W est Coast furniture concern, applying I.D.P. principles 


for first time, to inventory and sales records, finds invoice 


preparation speeded, credit control tightened 
by John B. Scott 


Controller, Virtue Bros. Mfg. Co., Los Angeles 


INVENTORIES of merchandise stored 
in commercial warehouses in twenty- 
two scattered locations, some as far 
distant as Seattle, Minneapolis, Boston 
and Jersey City—an entire continent 
away—have been brought, administra- 
tively, right to the doorstep of our 
home office in Los Angeles. 

By replacing the mailing of inven- 
tory and sales records with the leased 
wires of the Bell System, we have cut 
the time required to complete the post- 
ing of these records from two to ten 
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days. Now, our sales accounting and 
statistical methods are built around a 
tape-producing teletypewriter, a tape 
reperforator, and a tape-to-card con- 
verter. 

With this equipment, we will know 
tomorrow exactly what items of metal 
dining furniture were shipped today, 
in every territory, out of every ware- 
house. These sales will have already 
been cleared for credit, invoiced, and 
shipped prior to receipt in Los Angeles. 

In each warehouse office, the operator 


prepares an invoice on a teletypewriter. 
Working from customer master tapes 
and manual typing of variable infor- 
mation, the teletypewriter produces a 
punched 5-channel tape. By leased 
wire transmission the same evening this 
tape produces simultaneously, another 
tape and a typed copy of the original 
invoice, in our home office, thousands 
of miles from the source. 

This is Integrated Data Processing, 
which is still new with us. Our in- 
stallation was put together by the Bell 
Systems, working with methods ex- 
perts from The Standard Register 
Company and International Business 
Machines. Considerable work by our 
people and the representatives of these 
companies over the past year went 
into the modifications of the Teletype 
equipment and the revision of our 
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John B. Scott 


procedures and forms in order to adapt 
them to the new operating character- 
istics of the equipment. 

The invoicing paperwork is all han- 
dled at the local warehouse—only the 
accounting functions are carried out 


“Inventory control is always right up-to-date ... ” 


in Los Angeles. We operate through 
commercial warehouses where we have 
assigned to us one or more regular 
clerks who process the invoices. On 
the basis of orders from the territory 
salesman, the warehouse clerk types 
an invoice, and all the necessary steps 
are carried out at that location to 
accomplish shipping, invoicing the cus- 
tomer and reporting to Los Angeles. 

The invoice is made up on con- 
tinuous Kant-Slip forms, marginally 
punched for perfect registration and 
ease of handling. Refeeding of the 
teletypewriter between forms is elim- 
inated by the continuity from one form 
to the next. 

Eight parts are used, with the first 
three being held together with a staple 
for warehouse handling. These three 
are the original and duplicate invoices 
and the salesman’s copy. After the in- 
voice is written they are placed in a 
suspense file pending shipment of the 
merchandise. Parts Four to Eight are 
sent to the shipping dock and when 
the order is readied for shipment, 
Part Five (the packing slip) is placed 


Reports are transmitted nightly from warehouse to these home office 
machines, which duplicate eight-part invoice prepared at warehouse, 
and also create by-product tape carrying selective information 
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with the goods, and the carrier’s copy | 
of the bill of lading (Part Seven) is 
distributed. 

Following shipment, Parts Four | 
(the warehouse copy of the deliver | 
ticket), Six (the original bill of lad. 
ing), and Eight (the memo copy of 
the bill of lading), are routed back 
to the warehouse office. Parts One, | 
Two, and Three are pulled from the 
suspense file, matched with the ported 
and Parts One, Two, and the original | 
bill of lading are sent to the customer, | 
Part Three is given to the salesman 
and Parts Four and Eight go into the 
warehouse file as proof of shipment. 

The eight parts are similar in de- 
sign with the exception of certain 
blockouts and blanks left by foreshort- | 
ening the carbons. Part One bears 
along the top section the information 
identifying shipping point by name, | 
customer by name and address, and | 
account number; date, area number, 
customer’s order number, carrier, in-— 
voice number, and the invoice amount. 


ee 


Day’s invoices recorded on tape 


Immediately below is a space for 
the name of the addressee to be en- | 
tered if different from the purchaser. 
Below this is a long box with bill of 
lading description, preceded by blanks 
for number of packages and weight. | 
Since most items of metal dining fur- | 
niture made by our company are sim: 
ilar in general description, it was pos- | 
sible to preprint in the bill of lading 
description the types of cartons usual- | 
ly used, thus saving clerical time. 

The main body of the invoice car 
ries the carton quantity, pieces per 


set, unit quantity, description, unit | 


price, and amount. All of these spaces 
are completely filled in on the single 
typing. 


Parts Two and Three are identical | 


to Part One. Part Four is also the 
same, with the exception of blanks at 


the bottom for checkers’ and receivers’ | 


initials. Part Five, the packing slip, | 
duplicates Part Four, except for the 
obscuring of the price information. 
Parts Six, Seven, and Eight are in 
bill of lading form, and the right hand 
margin carries no carbons. Instead, 
the usual bill of lading instructions are 
carried on this space. This was the 
area devoted to prices on Part One. 
Completion of an order may take 
place within a working day; but even 
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if it does not, the invoice information 
will be started on its way without 
interruption. This is possible since 
availability was determined _ before 
processing the invoice. 


As the clerk types each invoice on 
the teletypewriter, a tape containing 
a complete duplicate of the data is 
produced. Throughout the day, as in- 
voice after invoice goes through the 
machine, the tape will be lengthened 
until it contains a full day’s invoice 
production. 

At the end of the day, as the clerk 
finishes her regular shift, she feeds the 
tape into place in the transmitter. 
There it remains until later that eve- 
ning, when the operator in the home 
office dials the transmitter on. Un- 
attended, it runs until the tape is com- 
plete, then shuts itself off. 

At the home office, this operation 
produces both an exact duplicate of 
the invoice, on the receiving teletype- 
writer, and a tape containing selective 
information. This tape is then run 
through an IBM Model 46, tape-to- 
card converter, which automatically 
punches an accounts receivable card 
for each invoice and inventory and 
sales analysis cards for the line items. 

By the time the morning shift comes 
on, the previous day’s invoices have 
been completely recorded and the cards 
punched ready for further processing. 

In developing the system, we worked 
out some features that have speeded 
invoice preparation and at the same 
time given the home office tighter con- 
trols over credit. In order to code the 
tapes so that the proper information 
would be transmitted in the proper 
arrangement, we required a master 
program tape. We also wanted to set 
up a separate master tape for every 
customer account, in order to stand- 
ardize the invoice heading and reduce 
typing time. 

This has now been done, and each 
invoice is actually produced partly 
from these tapes and partly by the 
typing itself. A file of master tapes 
covering all accounts with credit 
standing was prepared and forwarded 
to the clerk at the warehouse. When- 
ever a sale is made, she consults her 
files and pulls the appropriate master 
and feeds it to the machine. This 
tape prints the shipping point, the 
account name, account number, area, 
and distribution codes — in other 
words, all items contained in the head- 
ing except date and routing instruc- 
tions. The invoice number is entered 
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by copying the preprinted number 
from the invoice form, thereby enter- 
ing it into the tape. The invoiced 
amount is also entered in the heading 
to act as a control on the total trans- 
mission of invoice detail. 


Quick credit decisions possible 


If the customer has no master tape 
on file, the order will be held over 
and an administrative message sent 
by Teletype that night asking approv- 
al by the home office. -Tentative credit 
approvals might be given the next 
day, or the sale might be held up 
pending a credit check; but in either 
case, the warehouse clerk and the ter- 
ritory salesman are relieved of the 
responsibility of the credit decision. 

The tape which is produced at the 
home office by the nightly transmission 
is an abbreviated one, since it is used 
to obtain only that information re- 
quired for the accounts receivable rec- 
ords, sales analysis, and inventory rec- 
ords. The line at the heading which 
includes customer name and number, 
area, district number, invoice number, 
and invoice amount contains all the 
information needed for the accounts 


Tab cards produced from the by-product tapes through tape-to-card 
converters are used to prepare management control reports 


receivable card which goes immediate- 
ly into our open item file. 

Now when an invoice is produced 
at the warehouse, the master program 
tape sets up program codes to control 
the spacing and lining up of the tele- 
typewriter and to control the IBM 
46 converter. These codes are auto- 
matically punched into a transmission 
tape. 

At the home office, the converter pro- 
gram codes actuate the reperforator in 
such a way that as the new tape is 
produced here the reperforator is in- 
active during the transmission of the 
first line, comes on during the trans- 
mission of the second line (which con- 
tains the information for the accounts 
receivable card) is off again during 
the sending of the shipping destina- 
tion and bill of lading description, and 
on again while the body of the in- 
voice is being typed. 

All the while, of course, the tele- 
typewriter is reproducing a pink du- 
plicate of the invoice itself. 

When the reperforation is complet- 
ed, the tape is fed to the converter and 
the punched cards are produced. 

(To page 88) 
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Conclusion— 


Complete “electronic environment for 


management foreseen at AMA meeting 


Companies must realize that electronic installation will 


force great internal changes, speaker warns, and is best 
preceded by complete redesign of structure 


THE FACT that electronics is still a 
controversial subject in American busi- 
ness circles was demonstrated once 
again during the concluding days of 
the recent American Management As- 
sociation electronics conference in New 
York, as speakers representing various 
companies that have either investigated 
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or installed computers reported on 
conflicting experiences. 

One speaker reported that after due 
investigation his company had decided 
that, in terms of pay off, it would be 
economically unsound to install a com- 
puter of any size. Another said that 
the only unsuccessful computer instal- 


lations he had seen to date had been 
those which did not enjoy the unquali- 
fied backing and understanding of top 
management, and declared that he 
believed that this lack was a primary 
cause of the installations’ failure. 

Other speakers during the conclud- 
ing two days of the meeting, which 
was sponsored by AMA’s Finance 
Division, discussed methods for select- 
ing and training personnel for an 
electronic data processing installation, 
use of linear programming techniques 
with electronic computers to improve 
products, and in planning plant expan- 
sion, and the role electronic computers 
can play in inventory control. 

The first Tuesday speaker, F. H. 
Bergholdt, manager, Electronic Data 
Processing and Research Section, Cali- 
fornia Packing Corp., San Francisco, 
in his talk on ‘Selecting and Training 


| ing 


| 


Personnel for the EDP Team,” out-— 


lined the plans by which his company, | 


believing that the choice and training | 


of personnel for a computer installa- 
tion is as important as the choice of 
equipment, selects its programmers 
and technicians, and the training pro- 
gram it follows with them. 

He was followed by James W. Pon- 
tius, Consultant, Electronic Data Proc- 
essing Developments, General Electric 
Co., Schenectady, who described the 


pattern GE is following to achieve its | 


goal of integrating paper work, 
punched card and electronic proce- 
dures, and the effect such integration 
is having on the company’s organiza 
tion. 
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The third Wednesday speaker, Wil- 
liam A. Crichley, Controller, Diamond 
Alkali Co., Cleveland, O., broke with 
most of the other speakers at the con- 
ference in describing the reasons his 
company had elected not to go in for 
an electronic installation at this time. 

The wisdom or foolishness of adopt- 
ing an office electronics program, he 
told the group, is dependent on the 
aims, problems, and “risk philosophy” 
of the organization concerned. The 
degree of success of any installation, 
moreover, can only be evaluated in 
relation to the magnitude and_ the 
complexity of the problems it is called 
on to solve, he declared. 

Every organization considering elec- 
tronics, he said, should first consider 
these factors: 

“1. How much money should our 
company invest in researching business 
problem solutions? 

“2. Will our company agree to con- 
siderable reorganization and _realign- 
ment of responsibilities, if these are 
found desirable for more efficient use 
of the computer? 

“3. Have we adequate personnel— 
trained or qualified for training? 
What is our level of current technical 
skills? 

“4. Are we highly mechanized to- 

day? Are we operating efficiently? 
Just how much top cream is left to 
chalk up to computer savings versus 
less expensive methods analysis? 
“5. Is our management progressive 
minded toward electronics? Will it 
willingly support the program in all 
respects? Does it really want a com- 
puter? 

“6. Is the program economically 
sound?” 

In terms of these objectives, and a 
Paperwork survey made throughout 
his company by Price Waterhouse and 
Co., Diamond Alkali decided in 1956 
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against installing a medium scale digi- 
tal computer, Crichley said. 


Computer wouldn’t have paid its way 


He explained that Diamond Alkali 
is a “fairly small” concern as chemical 
companies go, and that the Price 
Waterhouse survey had stressed the 
need for more extensive utilization of 
machine accounting, and use of in- 
tegrated data processing procedures 
for sales order processing. These sur- 
vey recommendations, made in 1953, 
were put into effect, and the results 
have proved sufficiently effective as far 
as the company is concerned to make 
installation of a computer in the sys- 
tem seem unnecessary, and uneconomi- 
cal in terms of the savings it could 
achieve as compared with computer 
costs, he reported. 

Diamond Alkali is already using a 
private wire system to connect all its 
facilities, and is employing the most 
advanced punched card equipment 
available; it feels that improvements 
that could be made in the present sys- 
tem by use of any type of computer 
would not be large enough to warrant 
the computer’s cost. 

The first two speakers on Wednes- 
day, the closing day of the conference, 
again talked in terms of their own 
companies’ experiences. Thomas J. 
McCarrick, General Controller, East- 
man Kodak Co., Rochester, N. Y., out- 
lined Eastman’s experiences in conduct- 
ing a feasibility and economic return 
study which eventually led to the de- 
cision to acquire an electronic com- 
puter. J. W. Davie, Head, Methods 
Development and Programming De- 
partment, Louisiana Division, Esso 
Standard Oil Co., Baton Rouge, La., 
described how his company had used 
linear programming techniques on an 
electronic computer to improve gaso- 
line blending operations. 
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The third Wednesday morning 
speaker, S. J. Merriman, Assistant to 
the Vice President, East Pittsburgh 
Division, Westinghouse Electric Corp., 
East Pittsburgh, Pa., outlined his com- 
pany’s experiences with the Univac 
installation it made in the spring of 
1956. The system was more than pay- 
ing its way within six months after 
it had been put in, he declared, in the 
primary tasks which had been as- 
signed to it, and Westinghouse firmly 
believes that indirect benefits in the 
long run will even outrun the direct 
benefits which have already been 
achieved. 

Westinghouse first began research 
on the potentialities of a computer in- 
stallation to handle clerical work at its 
East Pittsburgh plant in 1954, he re- 
ported. A broad economic survey was 
conducted to determine whether an 
electronics program there could pay 
its own way, and results of this survey 
indicated that breakeven point for a 
computer installation would be $400,- 
ooo a year. If direct savings achieved 
by the computer could pass that figure, 
a computer would be justified. 

In order to minimize programming 
costs, it was decided that Westinghouse 
would make cost analyses based on use 
of a computer in only a few well- 
defined, high volume clerical process- 
ing areas to start, and that the poten- 
tial savings which a computer might 
achieve in those areas alone would be 
used to determine whether the com- 
puter could be justified economically. 

After extensive study, the speaker 
said, the areas the planners chose for 
study of computer possibilities were: 

Payroll processing for 20,000 em- 
ployees in the Pittsburgh area. 

Inventory control procedures for the 
34,000 raw material and finished parts 
items stored at Pittsburgh. 

(To page 89) 
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New designs, new demands spur wood 


office furniture sales 


Trend toward handsomely individual executive offices, 
meeting human needs today’s company cannot fully satisfy 
by other means, places premium on luxury materials. 


| 


" 
| | 


A FAMOUS New York investment 


bank, sleek, modern, and progressive — 


in its business methods, has earned an 
outstanding if somewhat dubious rec- 
ognition even in a field noted for its 
conservatism because of its appearance 
—its executives and officers still work 
at the rolltop desks that were standard 
in the firm’s early history. 
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In so doing, they distinguish them- | 
selves as members of a vanishing race. 


For though the theory of obsolescence 
has not yet been introduced in office 
furnishings, by the standards of the 
past few years, it might almost as well 
have been. Almost as universal as the 
new building boom that has been 
sweeping the country, if not as dram- 
atic, has been the revolution in the 
appearance of the American office. 


And, in this new emphasis on decor, 
a material that once was predominant | 


in office furniture because of its utility, 
then lost its place because a material 
of less cost and greater endurance came 
onto the scene, has reestablished itself 
firmly because of its appearance. Wood 
office furniture, which was losing 


oe ee 


ground to metal furniture very rapid- — 


ly only a few years ago, has made a 
dramatic comeback for itself in the 
executive and middle management 
group, as the luxury material, the 
badge, to a degree, of executive success. 

The prestige that has attached itself 
so strongly to wooden furniture is il- 
lustrated perhaps most amusingly in 
the executive offices of a major metal 
group which has exploited metal in 
every way through its offices. The 
desks in the executive offices are metal, 
too—but metal painted and grained 
to resemble wood. 

This renaissance of a traditional ma- 
terial has been part of the emergence 
of American offices from a stereotype 
in which all offices bore a family re- 
semblance to a period in which a 
man’s office will very often be far 
more distinctive, far more individual 
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in terms of his opposite number in 
another company, thar will his home 
in terms of his neighbor’s. 

The increasing emphasis on distinc- 
tive offices, the early trend toward cus- 
tom decorated offices, with specially 
designed furniture, and the obvious 
expansion of the market for graceful 
and distinctive office furniture, in turn 
spurred major wood office furniture 
producers to widen their own lines, to 
offer a variety of styles, matching the 
custom models in grace and workman- 
ship, and to stress very heavily the 
prestige appeal of their product. 

As a result, standard wood office 
furniture, which only a few years ago, 
fell into a few stereotyped and dated 
molds, today runs a gamut from tradi- 
tional to modern, from conventional 
to free form, from mahogany and wal!- 
nut to ebony. 

And as the office itself has become 
more flexible, so have the furnishings 
which give it its character. Walls 
have changed from brown or green 
or grey to bright, unusual colors; pic- 
tures are no longer photographs of 
company installations but reproduc- 
tions of art; the furniture of an office 
has moved from the utilitarian to the 
glamorous. Utility is still there, but it 
is no longer the primary emphasis: 
That is rather on appearance and in- 
dividuality. 

And, even as it moves toward a 
handsome and formal appearance, the 
executive office moves toward a more 
relaxed atmosphere too. Pedestal desks 
are no longer an absolute and unvary- 
ing characteristic. Writing table type 
desks are increasing in popularity, and 
some executive offices have even dis- 
pensed with either desk or large writ- 

(To page 80) 


Indicative of the revival of in- 
terest in wooden furniture for 
the office was “Office Improve- 
ment Week,” proclaimed in 
Minneapolis April 22-27 by 
Mayor Eric G. Hoyer. The 
Better Offices in Wood Commit- 
tee has announced that approxi- 
mately thirty cities will have sim- 
ilar programs in the fall of this 
year. Thirty Minneapolis offices 
were opened to the public, while 
several banks held exhibits of 
modern office designs in wood. 
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As casual, suburban living has changed the home pattern, the office 
has taken on more of the air of the formal city home of the past 


Typical of the “new luxury look” is this exhibit from the “Office 
of Tomorrow,” designed by Dale Sincock for the Better Offices in 
Wood Committee, which is a membership group composed of furni- 
ture manufacturers, dealers, hardwood and plywood manufacturers 


The conference area of the “Office of Tomorrow.” This exhibit was 
shown for the first time at the recent convention of the National 


Office Furniure Association, held in New Orleans, March 27-31 
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Grey Drug Stores installs first Univae in Ohio; 


TOMATION 


IN THE OFFICE 


=" 


National Cash, Burroughs announce new units 


The first Univac Electronic File 


Computer to be installed in the Ohio 
area was recently delivered to Grey 
Drug Stores, in Cleveland, Ohio, which 
is now converting its inventory control 
procedures to electronic processing. 
In its adaptation by Grey, the Univac 


46 


unit has just been released 


will provide inventory control of 12, 
000 items carried in warehouse stock, 
automatically write a pre-billed pick- 
ing order for store shipments, and 
produce daily reports covering back- 
ordered items, as well as those which 
have fallen below minimum stock re- 


oa ae 


quirements, according to Lloyd C. 
Douglass, vice president and treasurer 
of the company. 

Year-to-year cumulative shipments, 
dollar volume, and quantity of every 


item will also be available as needed, 
he declared. 

The company also anticipates being 
able to read information stored in the 
magnetic drum memory units by in- 
dividual item, product, supplier, and 
inventory classification. 


N.C.R. plans general computer 


National Cash Register has an- 
nounced plans to produce a new type 
of electronic data processing system for 
general business use. According to 
National Cash, the new system, NCR 
304, will provide automatic account- 
ing, auditing, reporting and other 
business record-keeping functions in 
one continuous high speed operation. 

The NCR 304, though a National 
Cash product, will have some of its 
components built by the General Elec- 
tric Company’s Computer Department. 


(To page 48) 


Univae’s “memory unit” intrigues Grey Drug officials 
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SPEND ALMOST NO 
TIME AT THE 
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MEREDITH, I DON’T 
THINK YOU/RE 
BEARING DOWN Y THATS JUST IT, 
AROUND HERE SIR! WITH A MIRADO, 
YOU DON’T HAVE TO 
BEAR DOWN! 
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MIRADO 174 sae 2 fii 


EAGLE MIRADO stays 
sharp for pages! 


I HAD AVERY 
BLUNT NOTE FROM 
MR. SALISBURY 


EAGLE ERASERS make 
mistakes vanish without a trace! 


MIRADO! 


, a Fa 
ANOTHER REASON TO —— oS 
ORDER EAGLE, Are\= 
SIR! PENCILS THAT m 
STAY SHARP SAVE 
ALL SORTS OF TIME 
on WHY IS VERITHIN 
*, Bes), LIKE A NIGHTGOWN? 
< oe YOU NEVER 
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Order EAGLE ...it's right in any office! 


BLUNT, EH? WHAT 
HE NEEDS ISA 


HEY, DUA READ ABOUT 
THIS BOOKKEEPER WHO 
VANISHED WITHOUT 


SOMEBODY 
MUSTA RUBBED 
HIM OUT WITH AN 


EAGLE VERITHIN is one 
red pencil that really stays sharp! 
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Practical Desks 


“Correlation” by STEEL AGE 


"The Most 


We’ve 
Ever Owned!”’ 


V Vi'RE still waiting for someone to come up with a desk 
problem that can’t be solved with Steel Age Correlation 
Desks! What are your special desk needs? A spacious ex- 
tended-top model for an executive? Or perhaps the space- 
saving single-pedestal model shown in the group above, 
which occupies only 45” x 30” of floor area. Correlation 
offers both . . . as well as dozens of other job-tailored styles. 

But wait! Correlation’s real versatility is wrapped up 
in its completely modular design. Desks can be combined 
with tables and companion pieces to create efficient work 
stations, like the one illustrated, in every office department. 

The full-color brochure below suggests many practical, 
money-saving answers to your office-planning problems. Ask 

a Steel Age Dealer for a copy ...or mail the coupon today! 


Corry-Jamestown 
Mfg. Corp. 
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SleeljAge 


“The Quality Choice 
of Modern Offices” 


Branch Offices: 
Atlanta * Boston * Chicago 
Dallas * Detroit * New York 
Oakland * Philadelphia + Seattle 


Dept. D-5, Corry, Pa. 
Please send me a free copy 


Name. 


of your full-color “Correlation” Desk Brochure. 


City. State 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 
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In Short— 
(From page 24) 


Awards for excellence in training 
for business given by NOMA 

The National Office Management 
Association has awarded recognition 
plaques to 36 schools throughout the 
country for excellence in teaching com- 
mercial courses. The plaques are in- 
scribed, “In Recognition of Outstand- 
ing Achievement in Training for Busi- 
ness.’ NOMA Executive Vice Presi- 
dent W. H. Evans observed, “Oper- 
ating management has a vested in- 
terest in business schools which train 
office personnel. The current shortage 
of qualified clerical help available to 
business offices is even now a critical 
problem and one which will become 
worse unless increasing numbers of 
students are trained to take their 
places in tomorrow’s offices. The As- 
sociation is anxious to encourage great- 
er interest in office work and to throw 
greater light on the splendid work 
being done by many schools. It is 
hoped that NOMA’s _ recognition 
plaques will help to express the appre- 
ciation of management to students and 
their schools.” 


Automation— 
(From page 46) 


National Cash will construct all the 
system’s electro-mechanical parts, and 
will market and service the new sys- 
tem. 

The NCR 304 will consist of a cen- 
tral electronic computer, magnetic-tape 
memory units, media converters and 
high speed input and output equip- 
ment. Transistors will be used through- 
out the system. 

A prototype model is now under 
construction, and will be finished this 
year. The first production model is 
scheduled for delivery in approximate- 
ly two years. 


Burroughs releases new unit 


The Burroughs Corporation has an- 
nounced release for sale or lease in the 
United States and Canada of a new 
bank proof machine, designed to han- 
dle automatically the processing of 
checks and deposits. 

Banks are currently handling checks 
at the rate of more than nine billion 

(To page 80) 
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Is this how they act on your form letters? 


Give them the “Hand Typed” look 
that makes them look important! 


Why send out form letters that look like handbills? 
Robotyper will give them all the warmth and appeal of 
a personally dictated letter . . for as little as a penny 
a page! 

And it’s astoundingly fast! Robotyper works some- 
thing like a player piano . . . except it operates an elec- 
tric typewriter. It automatically turns out 4 to 16 times 
more typing than any human can! 


Want to personalize your letters? Robotyper stops at 
any selected point. Lets you type in dates, names or 


ROBOTYPERS 


Products of Royal McBee Corporation, 
world’s largest manufacturer of typewriters 


figures. If one Robotyper isn’t enough, you can hook up 
two, three, or even four together. One typist can easily 
operate them all. 


Robotyper can also be used to compose and type 
routine business letters. Simply make up a list of stan- 
dard paragraphs covering most usual situations. Check 
off the proper paragraphs for any given letter. Robo- 
typer does the rest. 


And it’s all so easy! Any typist who can push a button 
can operate a Robotyper. It takes only minutes a day 
from her regular work. 

If you send out form letters, reports or bulletins, you 
should learn how Robotyper can improve their looks, 
and save money doing it. 


send for free booklet 


.° Royal Typewriter Company 
Westchester Avenue, Portchester, N. Y. 


Please send me 6-page booklet on how Robo- 
typer can multiply our typing production. 


Name 


Company. 


Street 


State 


City. 
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q New photocopier 

A. B. Dick Co., 5700 W. Touhy Ave., 
Chicago, has introduced its first photo- 
copier, which can copy bound material 
as well as single pages. The unit can 
also transfer original material to an 
aluminum offset plate capable of print- 
ing several thousand copies. A special 
feature keeps the developer fresh long- 
er than usual. (A-1) 


q Mailing machine 

This inserting and mailing machine is 
one of a line of mailroom equipment 
now being introduced into this coun- 


try by Mail-O-Matic Corp., The Bever- 


ly Hilton, Beverly Hills, Calif. Auto- 
matic and semi-automatic models are 
offered. (A-2) 


New 
for the office 


q Electric calculator 

The Customatic is the newest in the 
Comptometer line made by Felt & 
Tarrant Mfg. Co., 1735 N. Paulina St., 
Chicago 22. Features include instant 
electric clearance (using a bar instead 
of a lever) and “personalized” touch 


control. (A-3) 


q Copying unit 

This Streamliner 200 diazo-type copier 
is made by Oczalid, Div. of General 
Aniline & Film Corp., Johnson City, 
N. Y. It can copy material up to 42 
in. wide. The manufacturer states that 
at $995 it is the first such large-capac- 
ity machine in the low-priced field. 


(A-4) 


q Compact teleprinter 

Western Union Telegraph Co., 60 
Hudson St., New York 13, announces 
the development, by Teleprinter Corp., 
of the Mite, a 12-pound page teleprint- 
er believed to be the smallest and 
lightest ever made. (A-5) 


A Printing calculator 
Automatic multiplication, total trans- 
fer, decimal selection, direct subtrac- 
tion, and automatic credit balance are 
among the features of this new ten-key 
printing calculator recently introduced 
by Clary Corp., San Gabriel, Calif. 
(A-6) 


A Telephone system 

Tele-Norm Corp., 55 W. 42 St., New 
York 36, has introduced a new 50-line 
automatic internal telephone system. 
Dial telephones are used for the ex- 
tension stations, each connected to an 
automatic switchboard. The system 
has six connecting links, permitting 
six simultaneous private conversations 


to be conducted. (A-7) 
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A Blank check storage 

To facilitate storage of blank checks, 
The General Fireproofing Co., Youngs- 
town 1, Ohio, offers a stock storage 
cabinet featuring two drawer inserts, 
each with 12 compartments of a size 
to accommodate two stacks of standard 
company-size checks. (B-1) 


A Pencil sharpener 

This four-in-one pencil sharpener is 
distributed by Silver Bells, Ltd., 600 
16th St., Oakland, Calif. Four blades 
sharpen: (1) casing only, (2) lead 
only, (3) standard mechanical leads, 
and (4) heavier mechanical leads. 


(B-2) 


» Copying machine 

This new model of the Thermo-Fax 
Secretary copying machine is lighter 
and more compact than its predeces- 
sors. The machine uses a heat-absorp- 
tion principle to make dry copies in 
about four seconds. It weighs 45 lbs., 
20 lbs. less than previous models. 


(B-3) 
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Vv New desk style 

A British firm, Carson Bros. (Produc- 
tions) Ltd., 3/4 Charlotte Rd., Lon- 
don E. C. 2, has introduced this 54-in. 
wood desk, finished in mahogany or 
walnut, with “pigeon-hole” storage of 
papers in a narrow left pedestal and 
a wide right pedestal accommodating 


typewriter and tray. (B-4) 


A Photocopier 

Ampto, Inc., Hicks Ave., Newton, 
N. J., is now manufacturing a multi- 
purpose photographic printer and proc- 
essor. It uses high-intensity processing 
light and is particularly designed for 
use with “slow” transfer papers. It 
can also make diazo masters. (B-5) 


> For compact filing 

A new product of Yawman & Erbe 
Mfg. Co. 1099 Jay St., Rochester 3, 
N. Y., is this Pro-File, in which file 
folders are stored in a rocking com- 
partment, with access from the side. 
The cabinet is shallow and has unusual 


(B-6} 


stability. 


A New furniture line 
DeLynn Associates, Inc., 122 E. 42 
St., New York 17, has introduced a 
new line of executive office furniture. 
The line includes desks, conference 
tables, wall-hung extension cabinets, 


and credenzas. (B-7) 


V Motorized file 

Diebold, inc., 818 Mulberry Rd., S. E., 
Canton 2, Ohio, announces a new 
model Super Elevator motorized file. 
Called the Super “63,” it has various 
mechanical improvements, extra knee 
room for operators, quick access to as 
many as 200,000 cards. (B-8) 
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A Monthly Feature 


Tools of the. Office 


Acoustical Materials; Floor Coverings; Overhead 
Lighting Fixtures; Movable Partitions 


by Robert Beeman 


~ 


A popular method of installing acoustical tiles is by means of a grid system 
suspended below the ceiling. Light fixtures and outlets for conditioned air may 
be mounted flush with the tiles to give a clean appearance. This partially com- 
pleted Johns-Manville installation reveals the method. 


Acoustical tiles and panels vary considerably in design and material. At left is 
a sample of Celotex Stria-Colored Steelacoustic, an enameled steel panel backed 
by a sound-absorbent element; sound passes through openings in the facing to 
the acoustical element. At right is an example of Armstrong formboard; the 
random perforations are typical of modern designs. 


Besides acoustical tiles, other products 
useful in reducing noise levels are 
acoustical plastic, applied to walls and 
ceilings like a plaster (top), and hoods 
placed around noisy office machines. 
(Pictures by courtesy of Zonolite and 
Gates.) 


THE FOUR categories of equipment 
considered in this month’s discussion 
are not “tools” of the office in the 
sense that they provide the office work- 
er with a direct means of getting his 
work done. Nevertheless, they do 
make a contribution to his work for 
the reason that they have much to do 
with creating an environment which 
affects the performance of the work. 

Movable partitions, for example, can 
be used to channelize work flow, to 
differentiate one work area from an- 
other. Acoustical treatment in spaces 
occupied by noise-making _ business 
machines can make it possible to use 
the machines in the main office at an 
efficient point in the work flow in- 
stead of having to move them into a 
remote or soundproofed area where 
access is less convenient. 

Unpleasant levels of sound intensity 
and improper lighting are definite ob- 
stacles to working efficiency, for they 
interfere with human functioning, not 
to say human morale. 
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The facilities of the office as a whole 
—its lighting, temperature, noise level, 
and appearance, as well as its ma- 
chines, personnel, and systems—inevit- 
ably affect its efficiency. 

A high level of sound is definitely 
fatiguing, quite apart from interfer- 
ences it may cause in hearing and 
understanding telephone and_ other 
spoken communications. Yet, a com- 
pletely quiet office is not necessarily 
desirable. It is a curious fact that an 
even, consistent level of sound at a 
low intensity can have the effect of 
seeming to “soak up” other sounds 
that might be distracting. If an office 
is so quiet that the worker is constant- 
ly aware of telephone conversations at 
all the neighboring desks, he is more 
likely to be distracted than if there 
were just enough general noise to blot 
out these interferences. 

Of course, no typical office has to 
worry about increasing the sound level 
sufficiently. The problem is usually 
to reduce it to a satisfactory level. 


Two ways to reduce noise 


Part of the problem is to eliminate 
sources of sound. Another part is to 
absorb sound that cannot be elimin- 
ated. 

Elimination of 
mean 


sound sources 
paying attention to different 
makes of office machines in order to 
select the quieter ones (their ability 
to perform the work, of course, being 
overriding ). ' 


can 


It can mean_ installing 
a suitable kind of floor covering to 
prevent the sounds of clicking heels 
and shuffling shoes. It can mean re- 
moval of noisy equipment to locations 
from which their distracting sounds 
cannot enter the office. It can mean 
moving the office itself to a quieter 
location. 

Absorption of sound is usually ac- 
complished by treating structural sur- 
faces which might reflect sound waves 
in such a way that much of the sound 
is absorbed instead. Such surfaces in- 
clude walls, ceilings, floors, and even 
furniture. 

The commonest way to treat a ceil- 
ing acoustically is to cover it with 
acoustical tiles. Such tiles may be ap- 
plied directly to the ceiling, but in 
many cases they are suspended below 
it. This technique has a number of 
advantages in some kinds of buildings. 

If a structural ceiling is too high, 
a light ceiling may be suspended at any 
suitable level below it. Such a ceiling 
may incorporate light fixtures with 
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their exposed lower surfaces flush with 
the remainder of the ceiling. It gen- 
erally succeeds in concealing such un- 
sightly facilities as wiring, ductwork, 
and piping. It also allows for install- 
ing diffusing units for conditioned air 
and sprinkler system outlets in an in- 
conspicuous manner. 

Suspended ceilings require some 
sort of supporting structure. Grids ef 
various materials, including steel and 
aluminum are used. Some of these 
create more or less permanent ceilings, 
from which the tiles and other fixtures 
can be removed only with some effort. 

Most recent types, however, make 
a point of providing quick access 
through the ceiling to facilities in- 
stalled above. 
are easily removed. Depending on its 
design, the grid structure itself may 
or may not be visible. If visible, it 
can be of a design which is not un- 
attractive to look at. 

Many types of tiles are offered for 
purposes of acoustical control. Famil- 
iar are tiles of wood or cane fiber, of 
mineral or glass fibers, of metal or 
plastic backed with sound absorbing 
pads, of cork, and of asbestos backed 
by padding. 

These are offered in a wide range 
of designs, including types with regu- 
larly «spaced perforations or random 
perforations, striated patterns, fissured 
designs kinds of 
stone, slotted surfaces, and various tex- 
tured finishes. This range serves the 
needs of the decorator. Some tiles are 
available in colors and blends of sev- 
eral colors; most of them can be paint 
ed after installation if desired. They 
are commonly white or nearly white. 


In most cases the tiles 


resembling some 


In addition, some acoustical materi 
als may be applied directly to walls 
and ceilings in the form of sprays or 
plasters. Such an arrangement may be 
especially helpful in preserving the 
architectural outlines of buildings in 
which the structural details have es 
thetic value, as in some Gothic in- 
teriors. 

Beyond design considerations, tiles 
vary in other important factors. One 
is the matter of resistance to fire. In 
the case of some wood fiber tiles, such 
resistance is non-existent, although 
after appropriate treatment, some such 
tiles may be rated as “slow-burning.” 
Other materials are definitely non- 
combustible, such as mineral fibers. 

Another factor—of particular inter- 
est to the office manager—is ease of 
maintenance. Access to facilities con- 


Modern flooring materials offer many 
design possibilities, some of which are 


suggested here. At bottom is a new 
tile, made of cork, but protected by a 
clear vinyl wearing surface. (Pictures 
by courtesy of Goodrich, Uvalde. and 
Armstrong.) 
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These lighting fixtures show the mod- 
ern taste for unobstructed ceilings. 
Some_may be mounted in suspended 
ceilings so they do not project below 
the surface; others, for surface mount- 
ing, are unusually shallow. (Pictures 
by courtesy of Sunbeam, Curtis, Lumi- 
nous Ceilings, and Ruby-Philite.) 


cealed above a ceiling has already been 
mentioned. Cleaning and painting are 
other considerations to be investig- 
ated. Some tiles with steel or plastic 
faces, and some textured or corrugated 
tiles, may be cleaned with a cloth or 
sponge, or by the use of a vacuum 
cleaner. (The manufacturer’s recom- 
mendations should be observed, lest 
improper methods damage the tiles.) 
Certain kinds of perforated or slotted 
tiles may be cleaned with a wallpaper 
cleaner of the paste or putty type. 
Most tiles can be repainted, but care 
must be taken not to fill the perfora- 
tions or other openings with paint. 
Paint should usually be quite thin, and 
it may be preferable to spray it on. 
If too much paint is applied, the tiles 
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may lose a substantial portion of their 
sound-absorbing capacities. 

Tiles differ also in their abilities to 
absorb different kinds of sound. Two 
standard measurements are applied— 
SAC (sound absorption coefficient) 
and NRC (noise reduction coefficient). 
SAC refers to the ability of a material 
to absorb sound at a specified pitch; 
its ability generally varies with the 
pitch, so that this measurement must 
be used carefully, and with respect to 
the place where the tile is to be used. 
NRC measures average sound absorp- 
tion over the range of pitches normally 
audible to the human ear, and is thus 
a more convenient measure for gen- 
eral purposes. 

The figures used in connection with 
SAC and NRC show percentages of 
sound absorbed. The higher the fig- 
ure, of course, the more efficient the 
material. Figures for a given material 
can change under varying conditions 
of installation. 

In addition to tiles, sprays, and plas- 
ters, acoustical treatment can take the 
form of sound-absorbing materials 
built into movable partitions or in- 
corporated in structural walls and ceil- 
ings. In some cases, acoustical mate- 
rials may be formed into baffles—fin- 
like structures—which can be suspend- 
ed vertically below luminous ceilings. 
In still other cases, acoustical materials 
may be incorporated in the design of 
cabinets or hoods which can be placed 
around noise-making office machines. 
Such hoods usually enclose three sides 
and the top of the machine, and are 
provided with fluorescent lighting to 
compensate for regular office lighting 


cut off by the hood. 
Good lighting is essential 


One of the problems of furnishing 
good lighting is that it is often difh- 
cult to tell what it is. Unless it is 
unusually bad, inadequate light may 
not be noticed; yet it may be poor 
enough to cause eye fatigue, with re- 
sulting errors in work, headaches, and 
other difficulties. 

For lighting to be adequate, it must 
not only be of sufficient intensity; it 
must be reasonably even. To achieve 
the latter, more must be taken into 
account than just the light sources. 

Evenness of lighting depends in part 
on reducing the contrast in the bright- 
ness of surfaces of furniture, machines, 
papers, and other items used in the 
office. The eye suffers when there is 
too much contrast, for it must con- 
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stantly adjust as it moves from object | 


to object. This is why modern desks 
usually have lighter colored tops that 
do not contrast too markedly with 
papers that rest on them. 

It also explains why an effort should 
be made to select furniture and ma- 
chines without highly finished metal 
trim. It means, further, that work 
stations should be placed so that the 
workers do not have to look back and 
forth from well lighted areas into dark 
areas. A desk, for example, should 
never face a window. (For that mat- 
ter, facing away may be inconvenient, 
too, if it means that a visitor must 
have to strain to see the man at the 
desk against the bright light coming 
in from outside.) 

In general, the actual light sources 
—the light fixtures themselves, and 
the natural light coming through win- 
dows—should be shielded so that the 
light is diffused rather than concen- 
trated at any one point. Diffusing 
lenses, louvers, “egg-crate” louvers, 
and other forms of shielding are effec- 
tive with artificial light; sunlight can 
be deflected with an appropriate use 
of blinds or shades. 


Where light sources are necessarily 
the light is above and/or slightly be- 
each worker should be placed so that 
the light is above and/or slightly be- 
hind or to the side of him. In such ar- 
rangements, the worker should see 
neither the light source nor his own 
shadow. 


Light-colored, but fairly dull, fin- 
ishes should be used on room surfaces, 
as a means of reducing reflections and 
distributing light evenly. Glass tops 
should not be used on desks. Business 
machines should be of dull-finish paint, 
without bright trim. If possible, the 
office should avoid using paper of a 
glossy finish. 

A valuable means of providing even 
lighting is to install numerous light 
fixtures of moderately low intensity at 
frequent intervals. This effect can also 
be accomplished by the use of large- 
area light sources—such as “wall-to- 
wall” and “rug size” luminous areas. 

Luminous ceilings are increasing in 
popularity. Usually they consist of 
banks of fluorescent tubes above 4 
translucent plastic ceiling. Similar ef- 
fects can be obtained by using egg- 
crate louvers in lieu of the translucent 
plastic, although the tubes themselves 
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Johns-Manville Perma- 
coustic Ceiling in the Penn 
Center Office of The Phil- 
adelphia National Bank, 
Philadelphia, Pa. Archi- 
tect: James S. Hatfield and 
Lloyd Malkus Assoc. 
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Quiet the noise... add architectural beauty 
with a Johns-Manville Permacoustic’ Ceiling 


There’s more value for the money in 
Johns-Manville Permacoustic units. You 
eliminate disturbing noise and beautify 
the ceiling at the same time. 


Johns-Manvilleacoustical ceilings soak 
up noises like a sponge soaks up water. 
They deaden noise at its source, absorb 
it before it spreads. Over-all efficiency 
increases because of a general reduction 
in errors that result from noise distrac- 
tion and nervous strain. 


The textured finish of a Permacoustic 


STITUTE 
ka 
> Johns-Manville congratulates the 
re] American Institute of Architects on 


its 100th Anniversary. 


_ 1957; 


MAY 1957 


—Consult an architect—use quality materials. 


ceiling is a decorative accent in archi- 
tectural design. In conference rooms, 
executive offices, restaurants, banks, 
schools, etc., it complements the various 
components of interior decoration. Per- 
macoustic is made of mineral wool, 
noncombustible fibres. You reduce fire 
hazard too. 


Take advantage of the services of 
J-M’s staff of acoustical engineers, lo- 
cated in the principal cities. They will 
gladly make analyses and give specific 


JOHNS -MANVILLE 


TV 


recommendations on your acoustical’ 
problems. 


Before you decide about 
acoustical ceilings, get 
the facts about Johns- 
Manville. For a free 
copy of booklet 
“Sound Control,” 
write Johns-Manville, 
Box 158, New York 16, 
N.Y. In Canada, write 
565 Lakeshore Road East, 
Port Credit, Ontario. 


JM Johns-Manville, 
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can ibe seen by looking up at a sharp 
angle. Another approach is to place 
rows of modular lighting units of the 
flush type, especially those of a square 
shape, in continuous, side-by-side runs. 

In addition to furnishing even light- 
ing, this kind of light distribution has 
the particular advantage that if mov- 
able partitions are installed, they can 
be moved from place to place as re- 
quired without casting shadows. The 
same consideration, of course, applies 
to filing cabinets and other furniture 


high enough to throw shadows onto a 
desk. 


Tools of the Office 


Fluorescent lighting has grown 
greatly in popularity. It provides more 
even light than does incandescent 
lighting, and it produces considerably 
more light from the same amount ot 
current — with a corresponding de- 
crease in the heat dissipated from 
light sources of the same intensity. 


An enormous variety of colors can 
be had in fluorescent lighting. While 
some of the first tubes introduced gave 
off a harsh light, the color gradations 


How to be popular with secretaries 


Office managers are discovering a new factor in personnel relations—air 
quality. Chilled or heated, stuffy, odorous air makes workers cranky and 
less efficient. Airkem, Inc., specializes in the treatment of air to make 


offices and other indoor areas more pleasant . . 


. even cigar smoke can be 


controlled to your secretary’s satisfaction. When Airkem neutralizes odors 
the air is given a refreshed quality effect, the personnel find working 
conditions more pleasant, and they become more efficient. 


Airkem treats the air to kill objectionable odors by a technique known 
as odor counteraction. Cigar and cigarette smoke odors, food odors, body 
odors and the accumulation of perfumes, machine and furniture odors are 


killed and the air left clean smelling. 


Airkem odor control will help you reduce turnover and improve ef- 


ficiency. Write for the Air- 


kem answer to improved 
personnel relations. 


specialists in odor control 


City Zone 


AIRKEM, INC. 
241 East 44th Street, New York 17, N. Y. 


Please send me the Airkem answer to im- 
proved personnel relations. 


Name 
Title 

Company 
Address 


State 
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available today permit selection of 
lighting appropriate to any type of 
work and any color of office decor. © 


Floor coverings serve many aia 


The function of floor coverings | 
basically to provide a walking surface | 
which is comfortable to walk on, is 
reasonably attractive, and is economi- [ 
cal and easy to maintain. Recently, 
however, more attention has been paid 
to certain supplementary factors, such | 
as acoustical properties, personal safety, 
and decorative attributes. 

Most general offices use floorings of 
one of the many types of floor tiles 
now available. Executive offices and 
reception areas are normally carpeted, 
and certain other materials, such as 
ceramic tiles, terrazzo, and the like, 
may be used in lobbies and other areas, 

Most of the popular floor tiles vary 
in characteristics, as well as in price. 
Briefly, they are as follows: 

Asphalt tile is a good flooring for 
its low price. While it is indented 
rather easily by heavy objects, it has 
good wear resisting properties. Certain 
kinds of chemicals, including some 
soaps and detergents, may cause corro- 
sion or discoloration, Asphalt is not 
appreciably sound absorbent. 


Linoleum, which is available in both 
tile and roll form, is a good all-pur- 5 
pose flooring material. While more | 
expensive than asphalt tile, it is wear- | 
resistant and easy to clean. Its acous- _ 
tical properties are good. It resists 
chemical action, and it recovers well 
from indentation. (Certain products 
which are sometimes called linoleum, 
such as printed enamel, rate less well.) 


Spa 


—_— 


Vinyl-asbestos tile is rated high in 
resistance to wear, recovery from in- 
dentation, and resistance to chemicals. 
While not as easy to clean or as sound 
absorbent as some other materials, its 
virtues justify its somewhat higher | 
price. 

Solid vinyl tiles give what is prob- 
ably the best performance in resistance | 
to wear, chemical action, and indenta- 
tion, in ease of cleaning, and in acous- 
tical properties. They are, however, | 
expensive. 

Printed vinyl, which has good rte- 
sistance to chemicals, does not wear 
too well and is subject to indentation. | 
It is not considered easy to clean, nor 
is it particularly sound absorbent. It 
is priced close to asphalt tile. 

Calendered vinyl is considered eff- 
cient in almost all respects except its 
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Nomi- | Model 1000 takes two 
centl T8 15-watt tubes. The 
Ys finish is statuary- 
n paid bronze baked enamel 
, such over bonderizing. On 
aft special order—gray, 
safety, frost-green or frost- 
tan. Patented and 
gs of patents applied for. 
r tiles 5 4 6 
~/ It’s the pace-setting 
‘peted, Sc 
ich as e : 
“| DAZOR Flexible-A 
5 Vary 
at t Desk L 
vorescen es am Do You Prefer Incandescents? 
ig for : 
lented | You have ‘some questions about desk lamps, whether you New Executive-Type 
it has | afe choosing your own or equipping a large office. For : 
‘ertain | example, will this Dazor do a thorough lighting job? Yes; DAZORS are Air-Cooled . 
some | it’s a big two-tube fluorescent with a 20!2-inch reflector. Each 
corro. | User locates the light where desired—8 to 14 inches above 
s not | the work area—by means of the twin Flexible Arms. « 
How about style? The lamp’s modern design speaks for itself, 
1 both | and you have an option of four decorator colors. Value? 


Il-pur- 5 Dazor’s Model 1000 is often described as “a lot of lamp for 

more | the money.” It’s the standout in the popular-price range. 
wear. Authorized Dazor Distributors and their Dealers are also 
acous showing five brand-new incandescent models. Call your sup- 
resists Plier soon, won’t you? Dazor Manufacturing Corp., 4481-87 
- well Duncan Ave., St. Louis 10, Mo. In Canada: Amalgamated 
oducts Electric Corporation Ltd., Toronto 6, Ont. 


leum, / This Dazor Swing-Arm Model 1056 pairs 

well.) high style with diffused indirect lighting. The 
J shade is never hot because it crowns a con- 

gh hes cealed reflector with an air passage between: 

m in- } Finish is frost-green, combined with brass. 

nicals. On special order—frost-tan with brass; 

sound 

is, its 

nigher 

prob- 

stance | 

denta- 

acous- © 

vever, | 

A oe 

tho ANOTHER QUALITY FIXTURE % sii 

‘ation. | BY THE MAKERS OF — , 

1, nor Unrestricted placement of high-intensity 

nt. It Dz ZOR FLO ATING LAMps lighting and a compact, cool reflector are 

features of Dazor’s Floating-Arm Model 1057. 

d effi- . Arm extension is 21 inches. Frost-green 

pt its FLUORESCENT ond INCANDESCENT finish. On special order—frost-tan. 
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A development which has become pop- 
ular in the last few years is the so- 
called luminous ceiling, which may be 
composed of a series of individual 
lighting fixtures placed close together 
or may be designed as a complete sys- 
tem integrated with air conditioning 
and_ sprinkler system outlets and 
equipped with acoustical baffles sus- 
pended beneath. Many designs are 
possible. Such ceilings provide even, 
shadowless light. (Pictures by courtesy 
of Curtis, Luminous Ceilings, Sylvania, 


and Wakefield.) 


Next Month: 


Addressing Equipment 


Mailroom Equipment 


ease of cleaning. In price it compares 
with vinyl-asbestos. 

Rubber tiles are usually priced be- 
tween vinyl-asbestos and solid vinyl 
tiles. Rubber has high wear resistance, 
is not difficult to clean, but does not 
resist chemicals too well. It is very 
quiet and it recovers well from inden- 
tation, but it offers the hazard of being 
slippery when wet. 

Cork tile is highly wear-resistant and 
stands up well to chemicals. It excels 
in its non-slip characteristics and it is 
extremely quiet. It is not especially 
easy to clean, and it can be indented 
rather easily. 

Many of these remarks, of course, 
do not apply, if the tiles are used in 
circumstances other than those for 
which they were intended. Some ma- 
terials, for example, are not at all 
suitable in locations where they may 
be subject to moisture, as in “below 
grade” installations. 

Carpeting has received increased at- 
tention as a general floor covering. Be- 
cause of its luxurious appearance and 
relatively high original cost, of course, 
it has always been reserved  pri- 
marily for offices where prestige was 
important—as in executive offices, 
board rooms, and reception areas. 

Recent studies have shown that car- 
peting is considerably less costly to 
maintain in good condition than are 
other flooring materials. Moreover, it 
largely eliminates heel clicking and 
other contact sounds of walking and 
is very effective in absorbing sounds 
transmitted through the air. Use of 
carpeting has been extended in some 
modern offices to corridors and general 
office areas. Although it does not wear 
as well as a good tile, it appears to 
be proving itself a better all-around 
floor covering, even when its initial 
cost is considered, than many have 
realized. 


Movable partitions offer flexibility 


The movable partition is, in many 
respects, a substitute for the perma- 
nent masonry partition. It accomplishes 
many, but not all, of the functions of 
its more substantial counterpart and 
offers the factor of flexibility. 

It may be used to direct work flow, 
but primarily it is used to give at least 
some privacy to individuals requiring 
it. 

Since the movable partition varies 
in such properties as height and con- 
struction, it cannot be said that it 
offers precisely the same kind of pri- 
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vacy as the masonry partition. In the 
first place, if it is less than ceiling 
height, there is nothing to prohibit 
the passage of sound over the top. It 
thus does not guarantee very much 
privacy of conversation. 

Often such partitions are acoustically 
treated. The effect then is to reduce, 
but not eliminate, sound transmission, 
Since sound may be reflected from the 
ceiling, this “leak” can be at least 
partly closed by treating the ceiling 
with acoustical materials. 

On the other hand, if the partition 
extends to the ceiling, and if it is of 
the proper construction, acoustically, 
it may be wholly satisfactory in this 
respect. 

The movable partition can, however, 
offer visual privacy, depending on its 
construction. Partitions vary in height 
from so-called railings to panels reach- 
ing to the ceiling. Most partitions are 
less than full height. They may be 


made of a wide variety of materials. 


A large number are constructed of 
steel, although there are a number of 
important manufacturers who offer 
partitions of such materials as asbestos, 
wood, glass, and other materials. In 
some cases the partition uses the basic 
material throughout its full height. 
Most often, however, the upper panels 
are of glass (which may be clear or 
translucent), but pegboard,  chalk- 
board, and acoustical panels are also 
popular. In some cases bookshelves 
may be attached, and one recent model 
has provisions for holding a display of 
small green plants. Another recent 
design allows for attaching light fix- 
tures, letter trays, and other equip 
ment by making a simple screw ad- 
justment; support is provided by the 
ornamental channels to which the 
partitions are attached. 

The movable partition is actually 
not as movable as may be thought. It 
tends to remain in place once it is in- 
stalled. Nevertheless, it is much easier 
to rearrange than the standard ma- 
sonry partition—and much less messy. 
Moreover, unless the purchaser has 
neglected some fine print in his lease, 
movable partitions are the property of 
the tenant and may be moved when 
he moves. In some recent buildings, 
it is interesting to note, tenants have 
been given the option of using mov- 
able partitions in lieu of masonry pat- 
titions, the movable units, of course, 
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PROFIT-MAKING EFFICIENCY... 


< 


“Pot. Pending tTrade Mork 
tHlicensed under DuPont Patand 


with the . 
PARTITION -ette‘ 


——T Arnot PARTITION-ettes create an office atmosphere 
— that results in greater profit-making efficiency. 
es Movable, free-standing and completely flexible, they 
allow for change and changing whenever the need occurs. 


PARTITION-ettes will help solve your space problem 
economically and quickly. Available in steel or 

in genuine Walnut... always in stock, Arnot 
PARTITION-ettes come in four heights (all the 

way to 86"') and 12 widths. 


Arnot also manufactures the famous OFFICE-ettes,tt 
executive furniture, and the industry's most complete 
line of always-in-stock modular components. 


Write for full-color brochure ! See the Arnot line at your dealer today. 


showcasing Arnot components 
and new booklet entitled “A 
New Way Of Life In The Office”. 


ARNOT-JAMESTOWN DIVISION : Aetna Steel Products Corporation 
JAMESTOWN, NEW YORK 

Gentlemen: OM S57 

I'd like to know more about the Arnot furniture components and PARTITION-ettes and receive literature. 


Narn Title. Address 
Firm Name City Zone State. 
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Movable partitions are increasingly 
versatile. Shown here are a number of 
different types. These range in size 
from railings to partitions of full ceil- 
ing height. Materials used may include 
steel, glass, and compositions of vari- 
ous types. One new design, shown at 
the bottom, features a system for 
mounting light fixtures, letter trays, 
ete., in the channels between the pan- 
els. (Pictures by courtesy of Arnot- 
Jamestown, Marnay, Hauserman, and 
Darling.) 
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remaining the property of the build- 
ing owner. 

One reason movable partitions tend 
to stay put is that electrical wiring is 
often installed in raceways which are 
part of the partition system. While 
such wiring can be rearranged, it tends 
to limit the urge to push partitions 
around capriciously. 

Moreover, partitions do not stand 
upright of themselves. If they can be 
interconnected with other partitions at 
right angles, they may be completely 
free-standing. Long runs may be sup- 
ported by fastening to furniture or to 
floors, walls, and/or ceilings, depend 
ing on the particular design. 

In any case, the individual panels are 
generally secured to something, and 
rearrangement calls for unfastening 
and reattaching them. In some cases, 
it may even be necessary to replace 
floor tiles after partitions have been 
moved. 


Some types of partitions are intend- 
ed specifically for use with furniture 
units. In certain cases the partitions 
are nothing more than small panels 
attached to the backs of desk tops or 
counters. In other cases the furniture 
and the partitions are combined as 
integral parts of small semi-private 
offices which can be moved as com- 
plete units. 


Partitions affect light, ventilation 


One important point must be men- 
tioned. If partitions are to be rear- 
ranged, it is important to consider the 
matters of lighting and ventilation. If 
an office has its lighting fixtures and 
its air conditioning outlets installed 
overhead at close intervals, moving the 
partitions causes little difficulty in these 
respects, If these fixtures are not close- 
ly spaced, a move may cause problems 
in getting a change of air and may 
create shadows next to one or more 
of the partitions. The higher the par- 
tition, of course, the greater its effect 


will be. 


This group also includes certain 
kinds of folding walls and doors which 
can be used to partition off appropriate 
areas of office space. Some equipment 
rides in tracks suspended from above. 
It may be operated electrically or man- 
ually. 


One further type of equipment use- 
ful in creating a good environment 


for office work is air conditioning 
equipment. This subject was discussed 
in the May issue of Office Manage- 
ment. 

The following lists cover the prin- 
cipal manufacturers of the four types 
of equipment discussed in this section, 
together with a brief description of 
the types of products they offer. 


The Manufacturers 


Acoustical Materials 

Accesso Systems, Inc., 4615 Eighth 
Ave., N. W. Seattle 7. Accesso Acous- 
tical Suspension, Systems are grid sys- 
tems for supporting lowered acoustical 
ceilings. Acoustical tiles rest in grids 
in such a way that they can be easily 
removed to permit access to ducts, 
pipes, wiring, etc., above them, yet the 
grid system itself is concealed from 
view. Fluorescent lighting and other 
fixtures can be recessed flush with the 
ceiling. 

Armstrong Cork Co. Lancaster, Pa. 
Line includes six different acoustical 
materials in tile form: Cushiontone, 
a wood-fiber material; Travertone, a 
fissured mineral wool material; Ar- 
restone, a metal pan type material 
backed by mineral wood padding; 
Corkoustic, an all-cork material; Mina- 
tone, a mineral fiber composition; and 
Perforated Asbestos Board, large per- 
forated fire-resistant facing units in- 
stalled with mineral wool backing 
pads. 

Burgess-Manning Co., 5970 North- 
west Highway, Chicago 31. Complete 
ceilings incorporating acoustical con- 
trol, radiant heating, and radiant cool- 
ing. Temperature control is accom- 
plished by use of water circulating 
coils attached to a channel suspension 
system, with acoustic-thermal blanket 
covered by snap-on panels having both 
sound-absorbing and thermal conduc- 
tive characteristics. Also Acousti- 
Booths for telephones. 

The Celotex Corp., 120 S. La Salle 
St., Chicago 3. Acousti-Celotex prod- 
ucts include the following: Cane fiber 
tiles, in either white or blends of sev- 
eral colors (“Varitex” finishes). Per- 
forated mineral fiber tiles, Fissured 
mineral fiber tiles. Acousteel metal 
tiles with sound absorbing pads. Steel- 
acoustic panels of steel, with linear 
openings permitting sound to pass 
through to sound absorbing elements 
laminated to the back. Cavity Tiles. 
Acousti-Lux and Lumicel white trans- 
lucent panels to permit light distribu- 
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tion together with sound control. 
Acousti-Line Suspension Systems to 
support acoustical tiles, light fixtures, 
and air diffusers in integrated ceilings, 


' 


concealing pipes, ducts, and other utili- | 


ties above the ceiling, but allowing 
access to them when required. 

Cupples Products Corp., 2650 S. 
Hanley Rd., St. Louis 17. 
Coustic aluminum grid systems for 
suspended ceilings, designed to hold 
acoustical ceiling panels and tiles, light 
fixtures, etc., yet permit ready removal 
of these elements when access is de- 
sired to wiring, pipes, and other utili- 
ties above. 


The Flintkote Co., 30 Rockefeller | 


Plaza, New York 20. Ceiling tiles of 
fiberboard. 

Gates Acoustinet Co., 1807 Elm- 
wood Ave., Buffalo 7, N. Y. Line of 
Sof'Tone Acoustinet cabinets or hoods 
designed to be placed around noise- 
making office machines. Cabinets in- 
clude sound controlling materials and 
indirect fluorescent lighting. 

The Goodyear Tire & Rubber Co., 
1144 E. Market St., Akron 16, Ohio. 
Vinyl and rubber wall tiles having 
acoustical properties. 

Jardin Associates, Inc., 75 Maiden 
Lane, New York 7. Line of Sountrol 
acoustical hoods, designed to be placed 
around graphotypes. 

Johns-Manville, 22 E. 40 St., New 
York 16. Line includes the following: 
Permacoustic Tiles of mineral wool 
fibers, in fissured and striated patterns. 
Sanacoustic Units, consisting of per- 
forated metal with baked enamel fin- 
ish, backed by mineral wool pads. 
Fibertone wood fiber tiles. Transite 
Acoustical Panels, consisting of per- 
forated asbestos-cement Transite fac- 
ings used with sound-absorbing ele- 
ments. 

Kaiser Gypsum Co., Inc., St. Helens, 
Ore. Perforated acoustical tiles and 
insulating tiles, suitable for use on 
ceilings or walls. Also 
plank, for use on walls. 

Keasbey & Mattison Co., 1955 But- 
ler Ave., Ambler, Pa. An acoustical 
material called Limpet, designed to be 
sprayed onto walls and ceilings. Ma- 


insulating 


terial is white or blue-grey and can ° 


be painted. 

Luminous Ceilings, Inc., 2500 W. 
North Ave., Chicago 47, Ill. Line of 
luminous ceilings which can be fitted 
with acoustical baffles for sound con- 
trol. Baffles are perforated steel fins 
packed with fiber glass. 

(Continued ) 
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pleasant, practical, private... 


individual office units created with 
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Now, you can shield productive workers from the routine 
office distractions that clamp a ceiling on efficiency, and 
you can do it without expensive remodeling. Office space 
can be allocated to meet any number of requirements with 
HAUSERMAN Divider-Wall combinations of low wall and 
panels topped with your choice of clear or diffused glass. 
Thoughtful placing of Divider-Wall gates, for example, 
sets up flow patterns that keep traffic away from offices and 
departments where privacy is required. 

When new requirements call for new floor plans, 
Divider-Wall can be rearranged in a matter of minutes 
by your own maintenance people. And a pleasing combi- 
nation of Divider-Wall baked-enamel colors helps create 
an atmosphere that fosters better employee morale and 
greater efficiency. 


The first step towards solving your office space problems 
with Divider-Wall is a call to your HAUSERMAN repre- 
sentative. Consult the Yellow Pages (under PARTITIONS), 
and contact him today. 


MOVABLE HAUSERMAN INTERIORS 


National Lifetime Service...an Exclusive Hauserman Dividend 


THE E. F. HAUSERMAN COMPANY 
7120 Grant Avenue * Cleveland 5, Ohio 
Hauserman of Canada, Ltd., Toronto, Ontario 


Please send your free full-color Divider-Wall 


booklet to: | 


Name | 
Company _ Title . 

Street pha 

City Zone State 
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For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 
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Some types of partitioning are intend- 
ed for attachment to furniture units, 
as in the D & L arrangement at the 
top. Folding doors, such as the New 
Castle installation below, also help 
solve space division problems. 


Mid West Noise Control Co., 6265 
Carrolton, Indianapolis. Special cone- 
shaped devices for sound absorption, 
designed to be suspended from ceil- 
ings. 

National Gypsum Co., 325 Delaware 
Ave., Buffalo 2, N. Y. Gold Bond line 
of acoustical materials includes: Econ- 
acoustic unperforated mineral fiber 
tiles for adhesive application. Acousti- 
fibre perforated wood fiber tiles. Trav- 
acoustic fissured mineral wool tiles. 
Acoustimetal perforated metal casings 
containing mineral wool sound-ab- 
sorbing pads, available in variety of 
colors. Panelcoustic large (8 sq. ft.) 
perforated metal casings backed by 
mineral wool pads. Perforated Asbes- 
tos Mineral Wool, consisting of per- 
forated asbestos sheets backed by min- 
eral wool pads. Also acoustical plaster 
and sprayed mineral fiber acoustical 
treatments. 

New England Lime Co., Nelco 
Acoustical Tile, Div., Adams, Mass. 
Line of Kilnoise mineral tiles of fine- 
textured pattern, available in variety 
of colors. Also Kilnoise striated min- 
eral tiles. 


Owens-Corning  Fiberglas  Corp., 
National Bank Bldg., Toledo 1, Ohio. 
Acoustical materials of Fiberglas in- 
clude tiles in textured, perforated, ran- 
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dom jperforated and striated patterns, 
Sonofaced tiles covered by a_ plastic 
film, ceiling board, baffles for suspend- 
ed installation below ceilings, and 
Sonocor pads and rolls for use with 
metal pan ceilings. 

Ruby-Philite Corp., 32-02 Oueens 
Blvd., Long Island City 1, N. Y. Acous- 
tical baffles such as may be used with 
luminous ceilings. 

F. E. Schundler & Co., Joliet, Ill. 
Line of tiles. Information on current 
products not available at press time. 

Steel Partitions, Inc., P. O. Box 807, 
Jamestown, N. Y. Line of wall panels. 

U. S. Gypsum Co., 300 W. Adams 
St., Chicago 6. Products include: 
Acoustone mineral tile, available in 
eight “Motif’d” patterns and in fis- 
sured designs. Corrutone Panels of 
corrugated and perforated steel, with 
baked enamel finish, backed by min- 
eral fiber sound-absorbing pads. Audi- 
tone wood fiber tiles available in. slot- 
ted, perforated, and random perforated 
patterns. Perfatone, perforated steel or 
aluminum units, used with backing 
of mineral fiber pads. 

The Wakefield Co., 731 S. Water 
St., Vermilion, Ohio. Wakefield’s line 
of luminous ceilings provides for sound 
control through the use of acoustical 
baffles suspended below the ceilings. 

Watkins Industries, P. O. Box No. 
2621, Youngstown, Ohio. Line of 
Acoustor cabinets, designed to be 
placed around noise-making business 
machines of various types. Cabinets 
provide for both sound control and 
fluorescent lighting. 

Wood Conversion Co., First Nation- 
al Bank Bldg., St. Paul 1, Minn, Line 
of Nu-Wood ceiling tiles available in 
random and regular designs, as well 
as plain. 

Zonolite Co., 135 S. La Salle St., 
Chicago 3. Zonolite Acoustical Plastic 
is designed to be applied to walls and 
ceilings by a plasterer, application 
being made over regular plaster base 
coat in lieu of standard plaster finish 
coat. 


Floor Coverings 


Ace Lite-Step Co., 1708-14 S. State 
St., Chicago 16. Lite Step line includes 
rubber mattings for use around office 
machines, files, and in other locations 
where workers stand continually. 
Wall-to-wall installations are possible. 

Ace Rubber Products Inc., 100 Beech 
St., Akron, Ohio. Line of rubber mat- 
tings, utility mats, stair treads and desk 
chair mats. 


Tools of the Office 


Aldon Rug Mills, Lenni Mills, Pa. 
Line of carpets. Current information 
not available at press time. 

American Biltrite Rubber Co., Inc., 
Foot of Perrine Ave., Trenton 2, N. ]. 
Amtico line includes the following: 
Rubber Flooring (tiles) in more than 
30 marbleized colors. Plastex Rubber 
Flooring (tiles), in more than 30 mar- 
bleized colors. Permalife Vinyl Floor- 
ing (tiles) in more than 100 colors 
and designs. Also rubber carpeting. 

Armstrong Cork Co., Lancaster, Pa. 
Extensive line of floor coverings in- 
cluding tiles of asphalt, vinyl-asbestos, 
solid vinyl, rubber and cork. Also 
rubber mattings and linoleum in both 
roll and tile form. Deltox fiber and 
fiber blend rug and carpeting mate- 
rials. New is Custom Vinylcork Tile, 
with a base of textured cork with a 
fused surface of clear vinyl. Also a 
line of backing materials, including 
Cushion-Eze and Hydrocord. 

Artloom Carpet Co., Inc., Allegheny 
Ave. & Howard St., Philadelphia 33. 
Line of carpets of woven and tufted 
types. 

Azrock Products Div, SEE: Uvalde 
Rock Asphalt Co. 

Bigelow-Sanford Carpet Co., Inc., 
140 Madison Ave., New York 16. Line 
of carpeting includes wool and cotton, 
also Staylux carpet with rayon face, 
and blends. Cushionlok is a combina- 
tion of all-wool carpet with a special 
rubber backing blown into the back. 

Bird & Son, Inc., 47 Wilson St., 
East Walpole Mass. Line of linoleum 
products includes rolls and tiles. Also 
enamel surface rugs. 

Bonafide Mills Inc., 295 Fifth Ave., 
New York 16. Line includes asphalt, 
vinyl-asbestos, solid vinyl, linoleum, 
and vinyl-plastic tiles, and linoleum 
and vinyl-plastic rolls. 

The Philip Carey Mfg. Co., Wayne 
Ave. at Cooper, Cincinnati. Line of 
tiles. 

Carthage Mills, Inc., 124 W. 66 St., 
Cincinnati. No information available 
at press time on current products. 

Collins & Aikman Corp, 210 Madi- 
son Ave., New York. Nylon-faced 
Candalon carpeting with foam rubber 
backing. 

Congoleum-Nairn, Inc., Kearny, 
N. ]. Gold Seal line includes asphalt, 
vinyl-asbestos, solid vinyl, rubber, cork, 
and linoleum tiles, linoleum rolls, fiber 
rugs, and broadloom. 
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Conneaut Rubber & Plastic CLo., 
Conneaut, Ohio. Line of tiles. Cur- 
rent information not available at press 
time. 

Crown Rubber Co., 1615 Croghan 
St., Fremont, Ohio. Rubber mattings 
and stair treads. Vinyl-topped, foam 
rubber-backed runners. Broadloom 
carpets of nylon and rayon, with fused- 
on foam rubber padding. 


Danbury Rubber Co., Flooring Div., 


Danbury, Conn. No _ information 
available at press time on current 
products. 

Delaware Floor Products Div., 


Christiana Ave., Wilmington, Del. No 
information available at press time on 
current products. 

Deltox Rug Co., Oshkosh, Wis. No 
information available at press time on 
current products. 

Duraflex Corp., 411-13 FE. 25 St, 
Baltimore 18. No information avail- 
able at press time on current products. 

The Firth Carpet Co., 295 Fifth 
Ave., New York 16. Most Firth car- 
petings are of 100 per cent wool face; 
also available are new Acrilan acrylic 
fiber carpets and others of blends of 
wool, special carpet rayon, and nylon. 

The Flintkote Co. SEE: The Tile- 
Tex Div. 

Fremont Rubber Co., 2400 W. State, 
Fremont, Ohio. No information avail- 
able at press time on current products. 

Goodall Fabrics, 525 Madison Ave., 
New York 22. No information avail- 
able at press time on current products. 

B. F. Goodrich Flooring Co., Div. 
of The B. F. Goodrich Co., Water- 
town 72, Mass. Line includes rubber 
tile, Agatine vinyl-asbestos tile, Air- 
path cushioned rubber tile (backed 
with a cellular rubber cushion), Koro- 
seal vinyl asbestos tile, a line of as- 
phalt tiles, and molded rubber stair 
treads. 

The Goodyear Tire & Rubber Co., 
1144 E. Market St., Akron 16, Ohio. 
Goodyear solid vinyl flooring includes 
both tiles and rolls, for floors, walls, 
and counter tops. Wingfoot rubber 
flooring, also offered in tiles and rolls, 
for the same uses. Also Airfoam pad- 
ding for use under carpeting. 

Hachmeister, Inc., 23rd & Forbes, 
Pittsburgh. Line of tiles includes solid 
vinyl and asphalt types. Also a line of 
plastic wall tiles. 

Hanley Co., Bradford, Pa. Line of 
tiles; no details available at press time. 

Hardwick & Magee Co., Inc., Sev- 
enth St. & Lehigh Ave., Philadelphia. 
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Line of carpeting; details not available 
at press time. 

Hood Rubber Co., Nichols Ave., 
Watertown 72, Mass. SEE: The B. F. 
Goodrich Flooring Co. 


Johns-Manville, 22 E. 40 St., New 
York 16. Floor products include line 
of asphalt tiles and line of Terraflex 
vinyl-asbestos tiles. 

Kentile, Inc., 58 Second Ave., Brook- 
lyn 15, N. Y. Kentile line includes 
floor tiles of asphalt, cork, rubber, 
vinyl-asbestos, and vinyl. 

Charles Lachman Co. Ine., 953 
Grant, Phoenixville, Pa. Line of car- 
pets; no details available at press time. 

Laclede-Christy Co., 2002 Hampton 
Ave., St. Louis. Line of tiles; no de- 
tails available at press time. 

James Lees & Sons Co., Bridgeport, 
Pa. Line of carpets in wool and blends 
of wool with new fibers. 

The Magee Carpet Co., 295 Fifth 
Ave., New York 16. Line includes car- 
peting of wool, cotton, nylon, and ray- 
on, Some carpeting is rubber backed. 

Mastic Tile Corp. of America, P. O. 
Box 1151, Newburgh, N. Y. Matico 
line of tiles includes Asphalt, Aristo- 
flex vinyl-asbestos, cork, rubber, and 
vinyl floor tiles, and two lines of 
plastic wall tiles. 

Mohawk Carpet Mills, Inc., Amster- 
dam, N. Y. Carpeting of wool, Dynel, 
Durlon (a viscose rayon fiber). Also 
carpet cushioning. 

Mundet Cork Corp. Insulation Div., 
7203 Tonnelle Ave., North Bergen, 
N. ]. Line of cork tiles. 

National Tile & Mfg. Co., Ander- 
son, Ind. Line of ceramic tiles. 

Nye-Wait Co., Inc., Auburn, N. Y. 
Line of carpets in wool and nylon. 

Pabco Floor Covering Div., Fibre- 
board Paper Products Corp., 475 Bran- 
nan St., San Francisco. Linoleum in 
tile and roll form. Mastipave flooring 
in roll and tile form. Rubber and 
plastic tiles. 

Philadelphia Carpet Co., Allegheny 
Ave. & C St., Philadelphia. Carpeting; 
current details not available at press 
time. 

The R. C. A. Rubber Co., 1833 E. 
Market St., Akron 5, Ohio. Informa- 
tion on current products not available 
at press time. 

Robbins Floor Products, Inc., Tus- 
cumbia, Ala. Line of floor coverings 
includes rubber, cork, and solid vinyl 
tiles. 

Roxbury 
Mass. No 
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Carpet Co., Saxonville, 
information available at 
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2417 EASTERN AVE., GRAND RAPIDS, MICH. 


THE 
OFFICE 

Nn 
TRANSITION 


Meeting the 
Problems of Automation 


By ESTHER R. BECKER 
and EUGENE F. MURPHY 


What office automation is, how it 
works, how to tell how much, if 
any, is needed, and how to prepare 
your people for it—all told in non- ‘a 
technical terms designed to inform ee 
practicing businessman, teacher, 
and student alike. The authors, 
writing from their combined ex- 
perience in office human relations 
and automation, treat in detail all 
the major approaches to automa- 
tion and their impact on a rapidly 
mechanizing business world. If 
your office is in transition, or like- 
ly to be, this book belongs on the 
desk of everybody—from president 
to newest secretary—who makes ? 
decisions, carries them out, or & 
lives with their effect. $3.50 


At all bookstores 
HARPER & BROTHERS, N. Y. 16 
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Tools of the Office 


press time on current products. 

Rubber Products, Inc., Tampa & 
Washington Sts., Tampa, Fla. No in- 
formation available at press time on 
current products. 

Sandura Co., Inc., Sansom & 17 St., 
Philadelphia. Line of vinyl tiles. 

Sloane-Delaware Floor Products, 
Div. of Congoleum-Nairn, P. O. Box 
4o1, Trenton, N. ]. Line includes tiles 
of vinyl-asbestos, solid vinyl, cork, and 
linoleum; also linoleum rolls, fiber 
rugs, and wall coverings. 

Alexander Smith, Inc., 295 Fifth 
Ave., New York 16. Line of carpeting. 

Sorkin Enterprises, Inc., 11 Broad- 


way, New York. Florweave vinyl 
plastic floor coverings designed to look 
like broadloom carpet. 

The Tile-Tex Div., The Flintkote 
Co., 1232 McKinley Ave., Chicago 
Heights, Ill. Flexachrome vinyl-asbes- 
tos tiles. Tile-Tex and Holiday as- 
phalt tiles. Modnar asphalt tiles are 
plank-shaped and are finished in wood- 
tone colors. Mura-Tex plastic-asbestos 
wall tiles. Vitachrome _plastic-asbestos 
floor tiles. Tuff-Tex industrial floor 
tiles. 

Uvalde Rock Asphalt Co., Azrock 
Floor Products Div., Frost Bank Bldg., 
San Antonio, Tex. Vina-Lux vinyl-as- 
bestos tiles. Azphlex vinylized_ tiles. 
Azrock asphalt tiles. Duraco industrial 
tiles. 


slim, yet takes constant rough 
handling without breaking down... 


neenah ONIONSKINS 


Neenah onionskins have the built-in strength to withstand daily 
rough handling without breaking down. The secret? They are made 


of strong cotton fibers. 


They are also brilliantly blue-white with the opacity of heavier 
papers. They are ideal for prestige reports and valuable papers. 


neenah, 


wisconsin 
A Division of Kimberly-Clark Corp. 


a BUSINESS PAPERS 
SYWCE 1873 


Signature. 
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\ Please send me, without 

charge, the booklet, “3 

Keys to Selection and Use 
of Thin Papers.” 


OM 3 


Attach to your business letterhead and mail to: 
neenah paper company, neenah, wis. 
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M. |. Whittall Associates, Inc., Wor- 
cester 10, Mass. Carpeting of wool 
and worsted. 

Wright Mfg. Co., Div. of Mastic 
Tile Corp. of America, 5200 Post Oak 
Rd., Houston 5, Tex. Wrightex rub 
ber tiles. Wright vinyl tiles. 


Overhead Lighting 


Accesso Systems, Inc., 4615 Eighth 
Ave., N. W., Seattle 7. Accesso Acous- 
tical Suspension Systems, for support 
ing lowered ceilings, are used to secure 
acoustical tiles and lighting fixtures so 
that the grid itself is not visible but 
access can be had conveniently to utili 
ties above the ceiling. 

Benjamin Electric Mfg. Co., Des 
Plaines, Ill. Fluorescent and incan- 
descent lighting units, including re- 
cessed troffers, area-type fixtures, flood 
lights, and Panel-Glo plastic lighting 
systems for covering entire ceilings. 

Corning Glass Works, Corning, 
N. Y. Extensive line of glassware for 
use in incandescent and fluorescent 
light fixtures. 

Cupples Products Corp., 2650 S. 
Hanley Rd., St. Louis 17. Alumi-Cous- 
tic grid systems, of aluminum, for sup- 
porting suspended ceilings; the grids 
are designed to hold acoustical tiles, 
light fixtures, etc., at the same time per- 
mitting their removal in order to 
reach utilities installed above the ceil- 
ing. 

Curtis Lighting, Inc., 6135 W. 65 
St., Chicago 38. Fixtures for fluores- 
cent and incandescent lighting, includ- 
ing troffers, luminaires, wall strips, 
cove lights, and modules capable of 
being combined into wide-area light- 
ing installations. 

Day-Brite Lighting Co., Inc., 5411 
Bulwer Ave., St. Louis 7. Luminous 
plastic indirect fixtures, units with 
egg-crate louvers, recessed troffers, lu- 
minaires, and other fluorescent light- 
ing equipment. 

The Electron Corp., P. O. Box 208, 
Littleton, Col. Line of luminaires and 
troffers for fluorescent lighting. 

Gruber Lighting, 125 S. First St., 
Brooklyn 11, N. Y. Reflectors and 
Plexlite diffusers for fluorescent light- 
ing, including models up to 48 in. 
square capable of individual or con- 
tinuous mounting. 

Edwin F. Guth Co., 2615 Washing- 
ton Blvd., St. Louis 3. Fluorescent lu- 
minaires and troffers. Incandescent 
light fixtures. Gratelite louver-diffus- 
ers, some models of which can be 
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Ml 
WORK SMARTER...NOT HARDER! 
use LecLinrd Kanghand... 


... to deliver your messages 
— instantly ...accurately ...in writing — 


with copies to all concerned. ei 
Once and for all—end costly delays of inefficient TelAutograph* telescriber + j 
messenger, expediting or stock-chasing systems... put a paced anc an Longhand Oe 
stop to interruptions of important work ... wipe out 
the mistakes of oral communication. Easily used by anyone, Te 
TelAutograph* telescriber systems of ELECTRONIC CORPORATION 
LONGHAND cut overhead, speed workflow, boost efficiency. Los Angeles 45, California oe 
Whether your work involves processing materials Pioneer in 7 
... processing papers...or providing services... ELECTRONIC Telecommunications 
LONGHAND will help you work smarter, not harder. re 
To get the complete details — without obligation — 


simply fill out and mail this coupon today. .. 


~~ P¢ Uy / I want to WORK SMARTER, NOT HARDER. Mail literature on 


Jang 


NAME POSITION 
COMPANY 

- STREET. erry. 
COUNTY __STATE 


TYPE OF BUSINESS 
TELAUTOGRAPH CORPORATION « 8700 Bellanca Ave., Los Angeles 45, California Dept. C 


057 Tluitoqraph CORP. 


*Trademark Reg. U.S. Pat. Off. 
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Most Important Business Show Ever! | 


The 1956 National Business Show went way beyond anything 

ever held before: * Most Important in number ofexhibits * Most 

Important in attendance * Most Important in enthusiasm. 
...and the 1957 Show promises to be still more important. 


NATIONAL BUSINESS SHOW | 


All the industry exhibits— All management attends 


OCT. 28th THROUGH NOV. Ist, 1957 
New York Coliseum, Columbus Circle, New York 


Rudolph Lang, Managing Director 
33 West 42 Street, N. Y. 36, N.Y. + Pennsylvania 6-6760 
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CONTROL MANUFACTURING PROCESSES — OFFICE PROCEDURES 
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AMOmT CA KAY VISIBLE 


APPLICATIC ~ NISUAL CONTROL PANELS 


Chart Action, Indicate Trends, Show Results, 
Permit Comparison, Picture Organized Facts 
for Analysis and Decision. 


Complete flexibility with limitless signalling and charting 
ioe possibilities . . . Easily adapted to your individual record 
~~ ( Inserteble requirements. 

a va inten Lightweight panels contain clear plastic tubes which are 
individually removable and may be shifted from one posi- 
tion to another . . . Clarity of tube provides full legibility of 
contents. 

Signals snap on or off at any point . .. Hold position until 
positively moved . . . Slide smoothly back and forth . . . By- 
pass freely— and with insertable index feature afford triple 
signalling potential: by position, by color and by legend 
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0 Send us more information on Visual Control Panels. Y-55? 
0 We are interested in Acme Visible equipment for records. 
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0 Have representative call. Date Time 3 
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Most Important Business Show Ever! | 
The 1956 National Business Show went way beyond anything 


= 
—_ 


ever held before: * Most Important in number of exhibits * Most 

Be Important in attendance * Most Important in enthusiasm. 
Bi ‘ ...and the 1957 Show promises to be still more important. 
=—_60—ri(<si‘iéWNAATICOONNAALL BUSINESS SHOOW 


‘ ‘ All the industry exhibits— All management attends 


OCT. 28th THROUGH NOV. Ist, 1957 


New York Coliseum, Columbus Circle, New York 


Rudolph Lang, Managing Director 
33 West 42 Street, N. Y. 36, N.Y. + Pennsylvania 6-6760 
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VISUAL CONTROL PANELS 


Chart Action, Indicate Trends, Show Results, 
Permit Comparison, Picture Organized Facts 
for Analysis and Decision. 


Complete flexibility with limitless signalling and charting 
possibilities . . . Easily adapted to your individual record 
requirements. 

Lightweight panels contain clear plastic tubes which are 
individually removable and may be shifted from one posi- 
tion to another . . . Clarity of tube provides full legibility of 
contents. 

Signals snap on or off at any point . .. Hold position until 
positively moved . . . Slide smoothly back and forth . . . By- 
pass freely— and with insertable index feature afford triple 


TUBE INTERIOR SIGNALS fe signalling potential: by position, by color and by legend 


2 of index. 


Teaspoon — 
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Tools of the Office 


mounted to create luminous ceilings. 

Holdenline Co., 2301 Scranton Rd., 
Cleveland 13. Fluorescent luminaires 
and incandescent fixtures. Industrial 
lighting reflectors, 

Holophane Co., Inc., 342 Madison 
-lve., New York 17. Fluorescent lu- 
minaires and troffers. Incandescent 
light fixtures. Equipment for use in 
translucent luminous ceilings. 

Lam Workshop, Inc., 404 Main St., 
Wakefield, Mass. Incandescent light- 
ing fixtures, including retractable pul- 
ley fixtures. Fluorescent luminaires 


and troffers, and equipment for trans- 
lucent luminous ceilings. 

Leader Electric Co., 3500 N. Kedzie 
Ave., Chicago 18. No information 
available at press time on current 
products. 

Lighting Products Inc., P. O. Box 
338, Highland Park, Ill. Fluorescent 
troffers and luminaires. Luminous 
ceilings of the translucent and egg- 
crate types. 

Lightolier, Inc., 346 Claremont 
Ave., Jersey City 5, N. ]. Fluorescent 
luminaires and troffers. Incandescent 
light fixtures. Fixtures capable of con- 
tinuous installation to create luminous 
ceilings. 


FOR ALL NOISY 
OFFICE MACHINES 


TENSION -TENSION- TENSION - BAN GS 


Yes, BANG goes peoples’ nerves—when they work with NOISE-making office 
machines. Noise causes terrific TENSION—it causes most disease, says Dr. 
Hans Selye. Why are heart attacks—hypertension—ulcers—etcetera so prev- 


alent—TENSION? 


Stop this unnecessary waste of life. Do something about it NOW. 
Buy SOF'TONE Acoustinets. They absorb all harmful ingredients of noise . . . 
and they reduce it to pleasant working surroundings. SOF'TONE offers the 


most effective naise control today! 


© 1957 


Write for details. 


(Gate 


—— Results guaranteed—Or You Do Not Pay! 


Give machines, makes, models you use and measurements. 


4297 AMERICAN STANDARD BUILDING 
BUFFALO 7, NEW YORK 
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Luminous Ceilings, Inc., 2500 W. 
North Ave., Chicago 47. Acousti-Lu- 
minus and other ceilings incorporat- 
ing wall-to-wall lighting and acoustical 
baffles for sound control. Fluorescent 
fixtures of various types. 

Lustra Corp. of America, 36 Wash- 
ington St., Brooklyn 1, N. Y. Fluores- 
cent luminaires. Incandescent fixtures 
for accent and display lighting, also 
for outdoor work. 

The Miller Co., 99 Center St., Meri- 
den, Conn. Fluorescent luminaires and 
troffers. Incandescent light fixtures. 

Mitchell Mfg. Co., 2525 N. Clybourn 
Ave., Chicago 14. Fluorescent lumi- 
naires, 

Pittsburgh Reflector Co., 403 Oliver 
Bldg., Mellon Square, Pittsburgh 22. 
Fluorescent troffers and luminaires. 
Incandescent light fixtures. Luminous 
ceilings of the translucent and egg- 
crate types. 

Ruby-Philite Corp., 32-02 Queens 
Blud., Long Island City 1, N. Y. Line 
of fluorescent fixtures. 

Siluray Lighting Inc., 1270 Sixth 
Ave., New York. No information 
available at press time on current 
products. 

Sunbeam Lighting Co., 777 E. 14 
Place, Los Angeles 21. Visionaire 
fluorescent luminaires. Recessed _ in- 
candescent units. Large-area (4 ft. 
square) fluorescent units. 

Sylvania Electric Products Inc., 1740 
Broadway, New York 19.  Sylva- 
Lume, Sylvan-Aire, and other wall-to- 
wall fluorescent systems, some includ- 
ing acoustical baffles. Fluorescent lu- 
minaires and troffers. 

Virginia Metal Products,  Inc., 
Orange, Va. Aluminum _bookstack 
luminaires. 

The Wakefield Co., 731 S. Water 
St., Vermilion, Ohio. Translucent lu- 
minous ceilings incorporating acous- 
tical control, sprinkler systems, and air 
diffusion outlets for cooled and heated 
air. Fluorescent luminaires and _trof- 
fers. Incandescent light fixtures. 

Westinghouse Electric Corp., Light- 
ing Div., 1216 W. 58 St., Cleveland. 
Fluorescent luminaires and_ troffers. 
Incandescent fixtures. 


Movable Partitions 


Acme Central Metal Products Co., 
Inc., 3246 Ettie St., Oakland 8, Calif. 
No information available at press time 
on current products. 

Acme Steel Office Partitions & Shelv- 
ing Co., Inc., 130 Steuben St., Brook- 
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MORE for the boss 
. in new features that mean 
} low-cost, time-saving accuracy! 


Vo 
ats) 


CASE 


The New Customatic Comptometer 
gives you everything you’ve learned 


C6CEGCGGGE 
GOCCGGG6G6E | 


y wf 
, to expect from Comptometer— & 
plus 3 new features 8 
z 
. x 
= CUSTOMATIC P , 
ea KEY CONTROL 
operator simply adjusts 
new control to suit her 
own individual touch. 
) 
| 
Fé Still There, are all the features that have made COMPTOMETER 
unchallenged wherever fast, accurate, low-cost figure work is 
‘ important! 
< Pinpoint Accuracy — Accuracy Key prevents registration until stroke 


is completed. Insures accurate results. 


, Easy-to-Read-Answers — Giant-size numerals in two colors show 
through wide apertures, counterbored to reduce glare. 


Active Ciphers — All ciphers to the left of answers are eliminated. 
Ciphers and numerals in the answer are distinct and easily read. 


MORE for the operator 
in new features, beauty, 
ease of operation! 


CEE 


oe 


INSTANT ELECTRIC 
CLEARANCE 
a touch of the bar and the 


dials are instantaneously 
cleared, electrically. 


2G 


rere 


COLOR 

smart, restful Diamond Gray, 
scientifically selected for 
eye-ease and good looks. °* 
Blends readily with modern 
office decor. 


Simplicity of Operation — Direct-Action Keys give lightning answers. 
No levers, cranks, or extra operations to slow results. 

Molded Key Tops — Finger-tip fashioned. 

Cushioned Touch — Built-in floating action eliminates “finger- 
fatigue”. 

Add up all these features and you have the machine that sets spec- 
tacular new standards. You will fully appreciate them only when you 
see the new CUSTOMATIC COMPTOMETER in action. Let us prove 
this in your office FREE. 


Felt & Tarrant Manufacturing Company 
1742 North Paulina Street, Chicago 22, Illinois 


In Canada: Canadian Comptometer, Ltd. 
501 Yonge Street, Toronto 5, Canada 


|] Arrange free office trial for me on: 

{] Send me literature on: 

{| Comptometer Adding-Calculating Machine 
{] Comptometer Commander 

[|] Comptometer Comptograph ‘'220M” 


1 
b. 
. 
a 
f. ff 
e 

Comptometer COMMANDER — insures Comptometer COMPTOGRAPH “220M” 
J- accuracy in dictation. Life-time ma- —with new multiplication key — more 
x chine belt saves more than machine features than any other 10-key listing 
costs. See for yourself. Mail coupon. machine. Try it FREE. Use coupon. 
r MAY 1957 
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BETTER BUILT 
for 
BETTER BUSINESS 


ek ee 


eeelIN YOUR OFFICE WITH 


Af L-uUNIT SPACE SAVERS 


It’s easy to “stay on the beam” when your office is equipped with ASE 
L-Unit Space Savers. Decisions can be made on the spot. . . no need to 
send out a search party for files, reports or reference material . . . every- 
thing is within easy reach. 

. Custom plan your work space with the units that best suit your needs. 
A wide selection of telephone, storage and drawer cabinets, bookcases 
and tops can be used with the basic desk unit. Choice of modern colors. 
Your ASE Dealer will be pleased to show you how to “clear the run- 

way” for greater efficiency in your office. 


tiimerioal OS alia Be re 


a See your ASE dealer or write for further information 
f = 4 = s 
. * = == ==) | 

= = 

¢ ALL-STEEL EQUIPMENT INC. oa s—] 
Aurora, Illinois =| Sy =n) 
me 
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KWIK-KAFE SERVED AUTOMATICALLY... a pleasant 
way to keep the coffee break from getting out of hand 


FS = 


- 


Swe 


Kwik-Kafé is 100% real Kwik-Kafé is kept under re- 


it 


The Rudd-Melikian dis- 


coffee. Not a powder; not'an 
“instant,” it’s quick-frozen 
to trap every bit of flavor 


frigeration in the Rudd- 
Melikian dispenser. Every 
time you press the button, 


penser automatically serves 
fresh, hot coffee four ways: 
black; black with sugar; with 


and aroma. you get a fresh cup of coffee. 


cream, cream and sugar. 


SALES 


ee a 
[ i 
\ I 


Kwik-Kafé is strategically 
located. Employees can get 
it without leaving the office 
or plant. It’s as convenient 
as a water cooler. 


The result of offering good 
coffee, automatically dis- 
pensed and conveniently lo- 
cated, is that employees don’t 
go out for coffee; they stay in. 


By serving Kwik-Kafé you 
cooperate with that morale- 
building national habit, the 
coffee break, and yet keep it 
from wasting valuable time. 


Rudd-Melikian disp s serving delici Kwik-Kafé are installed and serviced by our nation- 
wide network of franchised dealers free of charge where volume warrants, and on a trial basis, 
if you wish. 


Get in touch with your local Kwik-Kafé dealer, or send direct to us for free booklet. 


k 2 ...that delicious coffee 
' 


Rudd-Melikian, Inc., Dept. 16E, Hatboro, Pa. 


Send me free booklet, “Control your coffee break.” 


Your Name__—. aa 


Firm Name 
| Addr 
a Rudd-Melikian, Inc. Hatboro, Pa. city Zone State 
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lyn 5, N. Y. Line of partitions de- 
signed to be set in floor channels, 
made of steel, glass, and combinations 
of steel and glass. 

Add-A-Unit Partition Co., 946 W. 
North Ave., Chicago 22. No informa- 
tion available at press time on current 
products. 

All Metal Partition Co., Inc., 194-204 
Du Pont St., Brooklyn 22. Line of 
steel partitions. 

American Bamboo Corp., 171-06 
Jamaica Ave., Jamaica, N. Y. Line of 
folding* doors. 

American Sanitary Partition Corp., 
Flex-Wall Div., 37-03 21 St., Long 
Island City, N. Y. Information on cur- 
rent products not available at press 
time. 


LOS ANGELES SHRIN 


see the 


management 
problems, 
techniques with 
leading 
authorities i 


NO 


WILLOW GROVE 


in office ma 
Don’t miss it! 


Arnot-Jamestown Div., Aetna Steel 
Products Corp., Jamestown, N. Y. 
Line of steel Partition-ettes, some with 
glass and/or acoustical panels, peg- 
board, or bookcase units; for use with 
furniture units of Office-ette line, or 
as free-standing units. 

Art Metal Construction Co., Jones 
& Gifford Aves., Jamestown, N. Y. EI- 
unit panels for use with or without 
furniture. Panels are of steel, with 
felt liner for noise control; glass and 
acoustical upper panels are available. 
May stand freely or be fastened to 
walls, floors, and/or each other. 

Art Steel Co., Inc., 170 W. 233 St. 
New York 63. Line of Uno Office 
Modulettes consisting of modular par- 
titions and such furniture elements as 


£ EXPOSITION HALL 


See hundreds of cost- and time-saving ideas and 
devices—many on display for the first time. Only 
once a year—at the *National Office Machinery 
and Equipment Exposition—do you have such an 
opportunity to inspect all the latest developments 
hinery and equipment under one roof. 
t 


A fact-filled 4-day Conference conducted and 
attended by leading management authorities and 
top office executives from all over the world. You 
can take many new ideas back to your job... 
discover new ways to increase the efficiency of your 
office. Write today for advance registration forms! 


a 
wey NATIONAL OFFICE MANAGEMENT ASSOCIATION 


PENNSYLVANIA 
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Tools of the Office 


desk tops, end panels, and pedestals. 
all of steel, but with provisions for 
glass or pegboard, which can be com- 
bined to make semi-private offices. 
Bemis Bro. Bag Co., 408 Pine St., 
St. Louis 2. Line of folding walls. 
E. ]. Boyle Div., Aetna Steel Prod. 
ucts Corp., 14 Charlton St., New York. 
Aetnawall steel partitions, with acous- 
tical treatment and provisions for wall- 


s 
Re 

‘ 
E 


eee 


eee 


hung equipment-such as blackboards, | 


cabinets, etc. Units fasten to floor, 
and, if necessary, to walls and ceilings. 


The Brunswick-Balke-Collender Co., | 


623 S. Wabash Ave., Chicago 5. Fold- 
ing partitions, custom-built, operated 


electrically, manually, or mechanically; | 


partitions hang from tracks in ceiling. 

Irwin Casper, Inc., 401 Broadway, 
New York 13. Casper Portable Parti- 
tions of metal and glass, acoustically 
treated, of the free-standing type; may 
be fastened to floors, walls, and/or 
ceilings if required. 


Ceco Steel Products Corp., 5601 W. 


26 St., Chicago 50. Information on | 


current products not available at press 
time. 

Corbin Wood Products Div., The 
American Hardware Corp., New Brit- 
tain, Conn. Information on current 
products not available at press time. 

Corry-Jamestown Mfg. Corp., Corry, 
Pa. Line of steel partitions of free- 
standing type. 

D & L Office Furniture Co., 61 W. 
Hubbard St., Chicago. Partitions for 
use with or without modular furniture. 
Panels of oak or walnut with Formica 
or glass. Panels may be free standing, 
hooked together, but can be fastened 
to walls or floors. 

L. A. Darling Co., Bronson, Mich. 
New Workwall line, in which panels 
are secured to each other by simple 
attachment to brass-finished channels 
which have ornamental value and 
which provide a means of securing 
bookshelves, light fixtures, letter trays. 
and other accessories at the turn of a 
screw. Panels are of Marlite, with other 
materials available. Panels may be se- 
cured to floors, walls, and ceilings. 

Driwood Corp., Box 447, Monroe, 
Ga. Information on current products 
not available at press time. 

Flex-Wall Div. SEE: American 
Sanitary Partition Corp. 

John T. Fairhurst & Co. Inc., 45 W. 
45 St., New York 36. Line of folding 
walls. (To page 76) 
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; Sleight of Rand every” boss should know 


AMAZING WHAT YOU CAN DO WITH AN ORDINARY PENCIL AND A KODAK VERIFAX COPIER 


y iprrmee of busy executives are 
practicing a new kind of magic 
which substitutes brief pencil jot- 
tings for pages of dictation, and 
Verifax copies for pages of typing. 
Letters that ask questions, for ex- 
ample, are handled by jotting an- 
swers in the margin and mailing a 
Price quoted subject 


to change 
without notice. 


Verifax copy as your reply. (Your 
secretary can make 5 of these copies 
in | minute for 242¢ each.) 

Similar jottings—and use of Veri- 
fax copies —lets you speed incoming 
reports, magazine articles, and sales 
inquiries to key men—keeps every- 
one up-to-date as never before. 

No doubt your savings the first 
month on dictation and typing will 
pay for your Verifax Copier. 


erifax Copying 


DOES MORE... COSTS LESS... MISSES NOTHING 


EASTMAN KODAK COMPANY, Business Photo Methods Division 


343 State Street, Rochester 4, N. Y. 


Free—new Don Herold booklet. 
Famous cartoonist-humorist’s booklet, 
“How I Learned the Verifax of Life,” 
has laughs—and work-saving tips —for 
bosses and secretaries on every page. 
How to end the “quoting” habit * How 
to keep sales leads hot + How to do 
“all-day” retyping jobs in 20 minutes ¢ 
How to make an offset master in 1 min- 
ute. Mail coupon today for your free 
copy. Or phone nearest Verifax dealer, 
listed in “yellow pages” under photo- 
copying equipment. 


Gentlemen: Please send free copy of Don Herold’s 12-5 > 
uf new booklet, “How I Learned the Verifax of Life.” A 
ONLY $148 .. . Kodak’s new Verifax Name Position Pj 
Signet Copier makes 5 copies in 1 min- Congemy : ae 
ute for just 2%¢ each. Even one-man Ko a ak 
offices report saving its cost the very Street "TS SeRAbe Ran 
first month! Thousands in use. Pays to 
have one in every department. City State 
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2 Pi share tia sireulation growth: * OFFICE MANAGEMENT maintains its pace as the 
gh 3 * aes fastest growing publication for Management Execu- 


* tives with the largest ABC paid circulation by far, in 
> 6, O O O° the big office market . . . through sheer editorial value! 
For instance, it has long ago seized the initiative and 


is the spearhead for Automation in the office; is always 


ia ¥ Ee Al D first with the practical “know-how” on office systems, 


personnel, office layout, product news, Tools of the 


With the May, 1957 issue Office. It sponsors the “Office of the Year” Awards. 
oneen 26,000 ADVERTISERS RIDE THE CREST 
20,332 © : es 4 During the past three years—1953 through 1956, 
14053 Bae OFFICE MANAGEMENT has steadily grown in an- 
: : nual advertising dollar volume (151%) and in number 
10,211 | 8 


of advertisers (57%). This is an indication of OM’s 
ability to deliver top dollar-for-dollar selling and pro- 
motional value. Practically every important “name” 


MAY, 1953 MAY, 1954 MAY, 1955 MAY, 1956 MAY, 1957 product can now be found in O.M.’s advertising pages. 


*Subject to ABC Audit 


Grow with the “growth” publication in the “growth” 
office field. Call on the OM representative to help you 
plan your year-round campaign for greatest effective- 
ness. 


‘Published by Geyer- “McAllister. PEM stions — Publishers since Af 
212 FIFTH AVENUE « NEW YORK 10, N. Y. 
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YORK SAFE & LOCK 


Canton 2, Ohio 


Let the sturdiness and durability of steel end your storage problems. 
York STEEL Transfer files provide orderly and economical record 
storage ... are built to last a life time. No more continual replace- 
ment of torn, crumbled cardboard containers stacked on shelves... 
no more exposure of valuable records to the ravages of time. 
York STEEL Transfer files stack ceiling high ... lock together... 
and save up to 50% in space. At York’s low prices, steel files often 
cost the same or less than cardboard containers and shelving! ... plus 
eliminating continual replacement of files and unnecessary rehan- 
dling of records. 

Standard sizes for popular records .. . including time and tab cards 
...are available for immediate delivery. Let York Transfer files steel 
you against storage problems. Write today for catalogue and prices. 


YORK SAFE & LOCK 
980 Mulberry Rd. S. E. e Canton 2, Ohio 


fer Files and the economies they provide. 


N-461-DI 


Please send complete information about York Steel Troms 


980 Mulberry Rd. S. E. mm 
Individual UD ceneniatinnsii 
Street 
City Zone — — State 
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Tools of the Office 
(Continued) 


GR Products, Inc., 2417 Eastern 
Ave., S. E., Grand Rapids, Mich. 
Soundex partitions are acoustically 
treated. Five basic types available. 
Units are of free-standing type, but 
may be fastened to floor if desired. 
Soundex walls, of similar construction, 
also offered. 

The General Fireproofing Co., 413 
Dennick Ave., Youngstown, Ohio. 
Line of standing partitions, of metal 
construction. 

The Globe-Wernicke Co., Norwood, 
Cincinnati 12. Techniplan partitions 
may be used with or without furniture. 
Panels are free standing, interlocking 
ed glass, or with acoustical panels. 
Panels are free standing, interlocking 
with each other and ‘or to desk units. 
Floor connections are available if 
needed. 

The E. F. Hauserman Co., 6800 
Grant Ave., Cleveland. Movable 
Hauserman Interiors include prefab- 
ricated partitions, wainscoting, and 
accessories. Divider Wall partitions 


are of steel and glass; they may stand 
freely or be attached to floors. Some 
may be secured also to walls and ceil- 
ings. Acoustical treatment is included. 

Robert Haws Co., Detroit 39. Line 
of Schieber-Haws Folding Partitions, 
operated electrohydraulically, made 
partially of aluminum to reduce 
weight. Partitions ride in overhead 
tracks. 

Hemisphere Steel Products Corp., 
263 Kent Ave., Brooklyn, N. Y. Line 
of Flushlok free-standing partitions, 
made of steel, insulated, with glass 
panels available. 

Higgins Steel Equipment Corp., 33 
Jumel Pl., New York 32. Information 
on current products not available at 
press time. 

Holley Associates, Route 38 at 
Church Ra., Merchantville, N. ]. Line 
of Parflex free-standing partitions ot 
wood, aluminem extrusions, and Mar 
lite panels in wood grains; glass used 
in upper sections. 

The Hough Shade Corp., 1023 S. 
Jackson St., Janesville, Wis. Hutcor 
laminated folding doors and Ra-Tox 
Fashionfold wood-slat folding doors. 

Johns-Manville, 22 I. 40 St., Neu 
York 16. Four lines of movable as- 


mars Histinctive 


bestos walls: Class A panels have all- 
mineral core, steel trim. Universal 
walls use wood framing with either 
wood or steel trim. Transite and Trans- 
itone have panels mounted on steel 
studding. Asbestos cement paneling 
used in these walls can be painted; 
some walls are colored integrally so 
that color runs through entire depth 
and cannot chip off. Free-standing and 
full ceiling height panels available. 

Korda Industries, 20 W. 46 St., New 
York 19. Kordaroom furniture units 
with partitions attached to outer edges 
of desk tops to make small semi-private 
offices. Kordawall line of partitions, 
mostly of the free-standing type. Con- 
struction of both lines: steel, hard- 
board lamination, and _ glass. 

Kraus Co., 332 Plover St., Stevens 
Pt., Wis. No information available at 
press time on current products. 

Marsh Wall Products, Inc., Dover, 
Ohio. Panels of Marlite, usable in par- 
titions and as wall coverings. 

Marnay Sales Div., Rockaway Metal 
Products Corp., 1270 Broadway, New 
York 1. Free-standing Partitioners of 
steel and glass: acoustical tile board, 
book shelves, and other accessories can 
be provided in lieu of glass. New fea- 


FUNCTIONAL 


THE Eq00/a conrany 


BURLINGTON, IOWA 


MEMBER: WOOD OFFICE FURNITURE INSTITUTE 


Leopold 
Document 
Desk 


The Document Desk by Leopold is 
expertly crafted from fine restful 
wood. Beautiful grains give 
individuality to each desk. Prize- 
winning styling provides maximum 
utility. Truly the prestige desk that 
successful businessmen prefer. 


Write for Document brochure. 
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The Friden Computyper delivers 
complete invoices at rate of 10 digits 
: per second, Typist-operator enters 
only heading, quantity, unit price, ete. 

The Computyper figures extensions, 
additions, deductions and totals. 
Caleulating and recording of 
calculations are automatic. 

Inventory, cost analysis, sales 
distribution and other statistics are 
systemized similarly by the Computyper. 


®@ Shown above is Model C Computyper. an IDP 
Tape-Talk (common language) machine with auto- 
matic tape-punch and reader. It produces and in- 


terprets punched tape or edge-punch cards. thus 
makes possible automatic transfer of data to 
punched cards or accounting records by other IDP 
machines. Also available: model B, without tape 
| punch or reader. Set up a demonstration appoint- 
ment with your nearby Friden Man. 
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é e For Busing 


brings you an automatic office 


© Friden Calculating Machine Co., Inc., San Leandro, California 
. sales, instruction, service throughout U.S. and world. 


Commercial Controls Corporation, Rochester, N. Y., Subsidiary. 
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ture is planter unit for growing indoor 
plants and floors in decorative arrange- 
ments. 

The Mills Co., 964 Wayside Rd., 
Cleveland. Several lines of movable 
steel walls, with or without glass, in- 
cluding ceiling height panels and 
standard types; can be fastened when 
required to walls and floors. Acousti- 
cal treatment is included. 

Mississippi Glass Co., 88 Angelica 
St., St. Louis 7. Information on cur- 
rent products not available at press 
time. 

National Steel Partition Co., Inc.. 
600 E. 156 St., New York 55. Line of 
metal partitions, some with glass. Par- 
titions are fastened to floors. 

New Castle Products, Inc., New 


Castle, Ind. Modernfold line of fold- 
ing doors running on overhead tracks, 
operated either electrically or by hand 
crank. Doors have sound insulating 
material, 

Pennsylvania Wire Glass Co., 1612 
Market St., Philadelphia 3. Standing 
partitions, using glass. Glass panels 
which can be used as complete panels 
or as parts of partitions of other ma- 
terials. 

Prosperity Co., Div. of Ward Indus- 
tries, Syracuse, N. Y. Metlwal and 
Metlwal Jr. lines of steel partitions, in- 
cluding full ceiling heights. Glass sec- 
tions, chalkboard, etc., also available. 
Panels are fastened to floors. 

Resolite Corp., Zelienople, Pa. Trans- 
lucent panels usable as complete parti- 


How to streamline 
your shipment addressing 
for speed and economy 


Feature 7 System ideas 


cx" beng Used by leading Compames if every NOustry 


for addressing ighe's tags anc cartons 


labels and tags 
@ The latest direct-to-carton 
stenciling systems 


@ The key to a better shipping 
operation 


e Integrated shipment addressing, 
the newest trend in office systems 


soc0cd 


NEW BOOKLET TELLS: 


@ How to evaluate the efficiency of 
your shipment addressing operation 


Modern systems for addressing 


You can 


cut costs in your 
order-processing 


operation! 


New booklet shows how 
“integrated shipment addressing” 
speeds shipments, eliminates 
errors and saves clerical time. 

Send for your copy! 


DID YOU KNOW that you can prepare 
a shipping stencil as a by-product 
of your order-invoice writing and 
then use it to address labels, tags 
and cartons? Thousands of 
efficiency-wise companies are 
already doing it and making 
dramatic savings in clerical time 
and effort. Regardless of your 
paperwork procedure, or office 
equipment used, you can enjoy the 
benefits of integrated shipment 
addressing. 


Your free copy ts waiting 
Send for tt today! 


l WEBER MARKING SYSTEMS, Dept. [7-5 
Mount Prospect, Illinois 


| Please mail me a copy of “‘How to streamline your ship- 
ment addressing for speed and economy.” 


] DR icsb odes ones eee Teak en Position......... 
WEBER MARKING SYSTEMS , Company........ccccccc cece cece cece cece ceeeteeees 
Division of Weber Addressing Machine Co., Inc. | dd 
Mount Prospect, Illinois PB 6 hic tden cease ewes So s0e ethene hs beceesesaneens 
SALES AND SERVICE IN ALL PRINCIPAL CITIES 4 City......-....-cceeee eens ee errr er 
73 For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 


Tools of the Office 


tions or as part of other types of par 
titions. 

Richards-Wilcox Mfg. Co., Aurora, 
Ill. Line of Folding Wall units, acous- 
tically treated, designed to be hung 
from ceilings, Construction is of wood. 
Corkboards, chalkboards, etc., avail- 
able. 

Security Steel Equipment Corp., 
Avenel, N. ]. Versa-Line of modular 
furniture includes partition panels and 
doors of metal, with glass sections 
available. Panels may be fastened to 
floors and walls if required, and/or 
may be supported by furniture units. 

Steel Partitions, Inc., Jamestown, 
N. Y. Several lines of partitions of 
steel or steel and glass, some of them 
acoustically treated. Panels are at- 
tached to floors and, if necessary, to 
ceilings. 

Steelcase, Inc., 1491 Division Ave.. 
S., Grand Rapids, Mich. Steel parti 
tions with upper sections of glass or 
acoustical steel panels. 

Unistrut Products Co., 1013 W. 
Washington Blvd., Chicago 7. Line 
includes standing jpartitions with steel 
channel frames into which paneling 
materials of all varieties may be in 
serted as required. 

United States Plywood Co., 55 W. 
44 St., New York 36. Weldwood Mov 
able Partitions have fine hardwood 
faces, with Weldrok mineral cores. 
Partitions are secured over finished 
floors. Some ceiling-height units are 
available. 

Virginia Metal Products, Inc.. 
Orange, Va. Mobilwall line is of 
metal construction, designed to rest on 
floors; ceiling-height models are en- 
gaged in ceiling runners. Acoustical 
treatment is featured. Fire wall types 
are also offered. 

Weber Showcase & Fixture Co., 
Inc., 5700 Avalon Blvd., Los Angeles. 
Weberwall partitions are made of steel 
or wood, some with glass; most are of 
ceiling height or cornice type. Design 
is intended to absorb sound. 

White Mfg. Co., Hyde Park, Boston. 
Unit-Panels are made of plywood or 
asbestos on a wood core. Soundproof 
ing is optional. Concealed metal fast 
enings are used. Some models are 
ceiling height. Some have information 
and pass windows. 

Wright Mfg. Co., P. O. Box 6567. 
Houston, Tex. No information avail 
able at press time on current products. 
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FASTER, EASIER RECORD REFERENCE 


Index tabs aren’t all the same. You'll find this out when 

you try our FREE SAMPLE of Victor Mak-Ur-Own®. You'll see 
too, how easily they can be adapted to any complex 
indexing job, and how you can depend upon their 
permanence. You'll find Mak-Ur-Own Tabs to be economical 
because they come in convenient 6 inch strips and can 

be cut to any size you need. 


apo + will stand out 
ny reference. Any item or subjec 
ote i locote quickly at first glance. 


so you can locate it 


perfect index tab in ee catalogs, 
oe repor ice lists 
loose leaf books paves ete schedules 
bound —_ file folders scrap books 

ile ca 

in the home for ; school notebooks 

, ibums tT hs 

a memo 

address books EASY TO use 


i t 
Mak-Ur-Own Index Tabs are available o 


your local stationery store 


{ Remington Rand 


roduct © 
AP an of SPERRT RAND CORPORATION 


Send for your FREE SAMPLE of Victor PSS SSS SEPSEVSE SESS ESES SESS SM 


Mak-Ur-Own Index Tabs. Try them on your i] VICTOR SAFE & EQUIPMENT — P.O. BOX 520 7 
own records and find out how Mak-Ur-Own SD hath Cee Ses Ot B 
will give you faster, easier record reference. k i a 
Use the convenient coupon shown here. i Please send me a free sample of Victor Mak-Ur-Own Index Tabs. gj 
if . 
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Automation— 
(From page 48) 


a year, and the load is expected to 
reach 14 billion by 1960, according to 
Ken T. Bement, general sales man- 
ager of the Burroughs Division. 

Bement reported that the rapid in- 
crease in the number of checks han- 
dled was a determining factor in the 
design of the new Burroughs proof 
machine, which is built on the unit 
principle. 

Its three major components—a mas- 
ter unit, a sorting unit and a listing 
unit—are cable connected, thus _per- 
mitting banks to use the machine with 
maximum flexibility for present opera- 
tions while allowing for future expan- 
sion by the addition of other automatic 
operations as they are developed, Bem- 
ent declared. 

One operator seated at the master 
unit keyboard can tabulate hundreds 
of documents such as deposit slips and 
checks each hour while the machine 
automatically endorses the checks, 
sorts them to any one of 27 compart- 
ments for routing to other banks or 
departments, and produces a running 


list of deposits and withdrawals an: 
separate lists of each of the 27 dis- 
tributions, according to the manufac- 
turer. 


Wood furniture— 
(From page 45) 


ing table in favor of a small, relaxed 
grouping of chairs and tables, more 
reminiscent of a home of another gen- 
eration than of the traditional office. 
Indeed, in many ways, this could 
almost be called the keynote of the 
change that has taken place. As homes, 
under the impact of the suburban 
ideal that has become America’s new 
goal, have become more casual, more 
utilitarian, many an office has taken on 
some of the more formal and gracious 
values that were characteristic of an 
earlier generation. As casual living 
has invaded the home front, a more 
relaxed atmosphere has invaded the 
office as well, but the relaxation takes 
the form of making the office more 
like a wealthy, city home; the fumed 
oak plainness of yesterday's office has 
become the stylized grace of today’s. 


The office has changed from the 


workplace of American business to 
the showplace of American business- 
men—or rather, it has had this dimen- 
sion added to its primary function as a 
workplace. And in the process, it has 
taken on many of the formal values 
that today’s homes are so often shed- 
ding. Home, the office seems to pro- 
claim, belongs primarily to the family 
and the kids; the office is for adults. So 
as it has taken on more of the qualities 
of a home, it has taken on the qualities 
of the city homes that were designed 
primarily for adult values, rather than 
those of today’s suburban houses which 
are so often oriented toward the fam- 
ily’s children, 

Prosperity has certainly played a 
leading role, too; the general idea of 
a display of wealth has certainly be- 
come a much more popular idea with 
American businessmen in the era of 
postwar prosperity than it was during 
the earlier American tradition of stern, 
almost Puritanical austerity. 

All this has meant a renaissance of 
the luxury materials that seemed in 
danger of being eclipsed by newer, 
tougher, man-made preducts a few 
vears ago. Plastics are handsome, and 


To save time 


in the office 


.. US? THE 


DENNISON 
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Say “Dennison” when you want the best in 
Addressing Labels » Mailing Labels « PRES-a-ply Labels 
Red Bordered Labels + File Folder Labels 

Mending Tape « Correction Stickers « Correction Tape 
Notarial Seals « Gummed Seals, Stars, Dots, 
Reinforcements, Index Tabs + Index Divider Sets 

Coin Mailing Cards + Paper Fasteners « Key Tags 
Inventory Cards « Metal Rim Tags + Shipping Tags 


(s ————— 


+. 


MANUFACTURING COMPANY 
Framingham, Mass. 
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Send for the illustrated 
case history booklet 
relating to your industry: 
Financial 
Railroad 
Utility 
Petroleum 
Food Processing 
Beverages 
Manufacturing 
Institutions 
Schools 
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Since 1918, Bunte-Chase Candy Company has relied on its P-A-X 
“inside” telephone system to help keep production flowing smoothly. 
Today, they tell us they couldn’t get along without it. 


At Bunte, everybody—from management on down—uses 

the P-A-X system for all inside calls. It gives them instant contact 
with persons in any department. Provides management with finger-tip 
control over all operations. And P-A-X—an entirely separate, 
privately-owned system—keeps the main switchboard free 

for important outside calls. 


Why not get the full story about faster, more efficient internal 
communications? Just write for the case study on the P-A-X installation 
at Bunte-Chase or the one relating to your industry. Automatic Electric 
Sales Corporation, 1033 W. Van Buren Street, Chicago 7, IIl. 

In Canada: Automatic Electric Sales (Canada) Ltd., 185 Bartley 

Drive, Toronto. Offices in principal cities. 


P-A X business telephone systems 
ELECTRIC 


A MEMBER OF THE GENERAL TELEPHONE SYSTEM 


ONE OF AMERICA'S GREAT COMMUNICATIONS SYSTEMS 
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they will last indefinitely—but leather 
upholstery is staging a comeback. 
Metal furniture is sleek, and stream- 
lined—but wood is warmer, richer— 
and more a sign of achievement. Prints 
on the walls are good, but originals 
are better. 

And to this very evident trend of 
the times, manufacturers have been 
alert in response. Office supply and 
furniture dealers have been adding 
decorators to their staffs, appealing to 
the sense of personal individuality of 
their potential customers. The dec- 
orators design what are in effect cus- 
tom-made offices, even though the unit, 
that make up the offices are themselves 
standard products. The — standard 
products themselves, emphasizing the 
manufacturers’ realization that what 
they basically manufacture are luxury 
products, have become richer, better 
made, more imaginatively designed. 
and designed to appeal to more tastes. 

As they have extended their lines. 
the manufacturers have widened the 
horizons of their imagination as well. 
Where once, a man could have a 
choice of only a few models in a desk 
or chair, and a writing table would 
have been unheard of, today, the qual- 
ity and variety of office furniture have 


become so high that many people who 
want the best shop for their home 
furniture in office furniture stores. 

Design has expanded from the tradi- 
tional conservative styles to embrace 
the modern, and the clean-lined Scan- 
dinavian styles that were once the hall- 
mark of the custom designer. Nor has 
design been the only area in which in- 
novations have appeared. Finishes 
have changed, as well—the once ubi- 
quitous varnished finish is now con- 
tending with the dulled glow of lin- 
seed oil painstakingly rubbed into the 
surface—mahogany and walnut are 
accompanied by the lighter woods 
such as cherry. 

Offices which have this new look 
are certainly not universal as yet. The 
Executive Furniture Guild, a national 
group of furniture dealers, in a recent 
survey covering 40 cities, found that 
the average executive office still fol 
lows the county courthouse look of 
vesterday. But that is the average. 
Leading companies—the pacesetters— 
are more and more viewing the offices 
of their executives—as well as their 
general offices—as an advertisement for 
the company itself. They put their 
best foot forward, in other words, in 
both—and in the case of the executive 


it may be a very luxurious best foot. 

Moreover, the very bigness of many 
modern companies, the “team” ap 
proach which has replaced so much 
the individualistic attitude, probably 
plays a psychological role in the em- 
phasis on office decoration today. For 
emphasis is not on handsome offices 
alone—it is on offices which are indi 
vidual as well. Thus, although one 
central theme may predominate in the 
executive offices of a given company— 
the Scandinavian influence, say—yet the 
offices of each executive will differ 
somewhat in the units used, the gen 
eral color scheme, the draperies, etc. 
And, more often than not, the design 
er, whether he be an _ independent 
operator, or one associated with the 
furniture dealer who is furnishing the 
offices, will actually sit down with each 
executive, find out his likes and dis 
likes, generally build an office suited 
generally to his own personality and 
characteristics. Committees instead ot 
individuals may run the company, but 
to a certain extent, the individual can 
recapture his own sense of individual 
ity—and his own amour propre — 
through the visible signs of success 
built into his office. And these are far 
more valuable if it is distinctly A7s office 


TERLEAVED 
CAR LISTICKERS © 
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DUPLISNAPS, 


WILL SPEED ADDRESSINGS AND MAILINGS! 


Duplisnaps are the modern way to meet today’s 
need for quick, low cost, efficient addressing 
of multiple mailings. 


Duplisnaps are sheets of blank, perforated gum- 
med addressing labels interleaved with smudge 
resistant carbon in easy-to-use ‘‘snap-out’’ 
forms. Two to six sheet forms available in white. 
Four part set also available in colors. Send for 
your free copy of ‘Speed Your Mailings’’, con- 
taining samples and full information on Eureka’s 
complete line of addressing labels. 

Other Eureka products include Dupliquik ®, 

and Duplisticker® labels for multiple mail- 

ings, Roll, Fanfold and other office labels, 

decorative seals, cardboard cutouts and many 

other printed gummed specialties. 

EUREKA SPECIALTY PRINTING COMPANY 
524 ELECTRIC STREET, SCRANTON, PA. 
@® REG. T.M. — U.S, & CANADA 
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you'll be so glad the letter 
was typed with a 


NYLON+AF ribbon 


BE OUR GUEST. We want your secretary 
to try a Nylon + AF ribbon — with our com- 
pliments. She will find that the strength of the 
nylon makes this ribbon outlast all others — 
and the controlled re-inking properties of the 
special AF fibers give her beautiful copy 
every time. Just have her write us on your 
business stationery, listing the make and 
model of typewriter she uses. Old Town 
Corporation, Department 0M5, 750 Pacific 
Street, Brooklyn 38, New York. 


ss ROS ‘A 
World’s foremost maker of inked ribbons, carbons, 
duplicators, duplicating supplies. 
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| 
Acco se HELPS KEEP 


THIS BOX empty 


Boy! The things that can happen in 
an office to make you swear!—Lost letters, 
mis-filed reports, mis-laid sheets, a file folder 
that spills its contents, papers blown about 
by drafts, knocked off desks, mis-handled or 
destroyed. 

Why pay penalties for such misfor- 
tunes? Do away with them! Start Accobind- 
ing! That’s the binding-filing-safe-keeping 
system that keeps all related papers together 
as long as you want them 

Accobind Folders and Accopress 
Binders are available in sizes to fit all your 
filing needs — and they last for years. Ask 
your stationer to tell you more! 


The Accopress 
Binder com- 
bines loose leaf 
convenience, 
large capacity 
end economy. 
Ideal for Cata- 
log Covers. 


When transfer time 
comes just slip the 
bound papers from 
the Accobind Folder, 
insert «@ new Acco 
Fastener and the 
Folder is ready for 
another year’s filing. 


ACCOBIND folders 
ACCOPRESS binders 
PIN-PRONG binders 


(for marginal multiple punched forms) 


ACCO clamps 
ACCO punches 
THE ACCOWAY SYSTEM 
(for filing Blueprints and all large sheets) 
and other filing supplies 
ACCO PRODUCTS 
A Divisionof NATSER Corporation 
Ogdensburg, N. Y. 


dm Canada: Acco Canadian Co., Ltd... Terowt> 
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—not just a counterpart of his fellow 
team members. 

Thus, psychologically speaking, the 
handsome office of today 
an advertisement for the company, a 
means of impressing the visitor with 
the company’s solidity and success, it 
is also a means of compensating and 
adding to the sense of achievement of 
the executive it houses. 

The decorator—an exotic touch that 
would have been alien to most business 
thinking a few years ago—is today so 
much a part of the picture in a fairly 
well-to-do company planning new of- 
fices that almost every major furniture 
dealer either has a decorator on his 
staff, or has a consulting decorator 
whom he calls on for services when- 
ever a large job is in prospect. The 
trend toward relying on the services 
of a decorator has grown so strongly 
that many companies—and relatively 
large ones—have grown up in this tra- 
ditionally individual field — companies 
which concentrate on the office alone. 

The sum total resulting from this 
variety of causes—social, psychological. 
financial—is a growing number of of- 
fices stimulating to look at and to 
work in, offices in which the luxurious 
is the standard, offices in which gleam- 
ing wood surfaces, burnished leather, 
rich fabrics and imaginative design 
spell success for the occupant and his 
company. 


is not only 


Equipment— 
(From page 34) 


the equipment to be shown in the com. 
pany’s various departments, and the 
questions to be asked. A Demonstra- 
tion Leader is appointed by the group 
to ask most of the standard checking 
questions. 

Following the demonstration, the 
same group meets again to discuss the 
results, and to agree on the conclu- 
sions to be entered on the standard 
report form before it is concluded. 
The person who has been demonstra- 
tion leader then completes the report. 

The Committee also holds compari- 
son tests, in which equipment already 
in use in the company is graded 
against new equipment available. Such 
tests are usually scheduled on a quar- 
terly or semi-annual basis, although 
they may be run on other occasions 
by special arrangement. 

Comparison tests are made on a basis 
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ot standards developed by the com- 
pany for the machines and equipment 
it already has in use. In addition to 
this, in making comparison tests it 
sends a questionnaire to departments 
using the equipment, asking them to 
evaluate the present equipment on a 
number of factors. In evaluating type- 
writers for instance, a series of twenty 
factors is used. 

With this as a_ basis, competing 
machine brands are tried out on the 
periodic basis to determine if they 
seem to be a better value than the 
equipment the company has in use. 

Usually, unless very sharp advan- 
tages show up for the competing 
brand over the brand already in use, 
the company is reluctant to switch 
from one manufacturer to another for 
machines it is already employing. 
This is true for a number of reasons. 
For one thing, personnel are used to 
the product of one manufacturer and 
there will be some time, trouble and 
expense involved in switching over to 
another product. Furthermore, the 
company knows from experience just 
how reliable the manufacturer whose 
product it has been using is in servic- 
ing equipment, how his products stand 
up in terms of endurance, etc. 

However, if marked advantages 
show up in the comparison testing for 
some brand over the one the company 
has been using, the company’s stand- 
ards will be changed, and machine 
replacements will be ordered from the 
new manufacturer. In cases where 
such a switch is made, the company 
shows the written records of its tests 
to the manufacturer of the discarded 
product as a matter of routine. It feels 
that this puts it in a position to deal 
honestly with all sales representatives 
of all manufacturers, and is reassur- 
ance to the manufacturers that their 
products are not being cavalierly dis- 
carded, but are losing out because of 
real, documented advantages in their 
competitors’ equipment. 

As carefully thought through as 
anything in the system was the revi- 
sion of the files incorporating machine 
records and specifications. This, the 
responsibility of the Secretary of the 
Office Machines Committee, involved 
the removal of every piece of paper, 
every file, every folder in the old files, 
reclassification of all material and 
establishment of an entirely new file. 
Following this reorganization, a mem- 
orandum was sent to all concerned 
with machine purchases explaining 
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Why the American Express Company uses 


Easy point replacement— At American Express 


“the desk pen you fill just twice a year” 


_ ae 


Always ready to write—The Inkomat 444 by Ester- 32 points—Only Esterbrook offers a complete choice of 
brook never runs dry because the spill-proof base holds 40 points for every writing job. Travel and Travelers Cheque 
times more ink than a desk fountain pen...a six months’ customers in American Express offices around the world 
supply. The capillary point fills instantly when returned use Inkomat 444 sets—precision-made to write easily, 
to socket ... writes 500 words at a dip. neatly, with almost no pressure. 


The 


Inkomat 444 / 


eo 


*4.50_ 


list price 


every Inkomat 444 set stays in constant working order. 
If a point is damaged, it is replaced in a second for 60¢.* 
The pen is good as new. All in all, the 444 is the world’s 
most economical, nuisance-free desk set. 


Choose the right point for every 
writing job— from Esterbrook’s 32 


TRADEMARK 
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=| PUNCHED CARD 
==| ECONOMY 
VERSATILITY 


ADDRESS DIRECTLY 
from PUNCHED CARDS 
to a Wide Range of Material 


Scriptomatic addresses from easily 
prepared CARD masters (IBM, 
Remington-Rand, Samas or ledger 
or index cards) directly to Tape, 
Envelopes, Wrappers or Book- 
lets on one machine. Models 
for every addressing or data 
writing problem. 
Write for File, 
“Scriptomatic Methods” 


SCRIPTOMATIC, Inc. 
316 North Ith Street, Phila. 7, Pa. 


® 
$703 


the new filing system and how it 
works. 


All equipment categorized 


Working equipment for the office 
has been broken down into three major 
machine categories: “Number Process- 
ing,” “Word Processing,” “Material 
Processing.” Each category is assigned 
an index number in a given series of 
ten digits, and then each category is 
further broken down within its as- 
signed ten group. Thus, Number 
Processing machines are broken down 
into sub-categories of “Non-Descrip- 
tive,” (no typewriting), “Descriptive” 
(with typewriting) and “Non Arith- 
metic.” “Non Descriptive” machines 
are all identified by the index number 
10, with further breakdowns in the 
sub-category indicated by differing 
decimal designations. “Descriptive 
machines all carry the index number 
11; “Non Arithmetic” machines, the 
index number 12. 

“Word Processing” machines carry 
index numbers in the twenties, “Ma- 
terial Processing” machines in the 
thirties. “Word Processing” machines 
contain the greatest number of sub- 
categories, being broken down into 


Get Acquainted 
With 


Stik-tack™ 


miracle 
dises — 


Keep a supply of these amazing little 
discs on hand—use them instead of 
tacks, tape or glue. Here's why— 
they're adhesive on both sides—stick 
without damage to any surface in- 
cluding glass, wood and tile—and 
they're neat, completely out of sight 
when applied. 


What's more they're easy to handle 
—can't stick to fingers—may be easi- 
ly removed at any time and used 
over again. You'll find Stick-tacks 
perfect for mounting papers, wall 
charts, pictures, displays, window dec- 
orations, albums, bulletin boards and 
in hundreds of other helpful, practi- 
cal ways. 


ORDER FROM YOUR 


‘ 
STATIONER OR FROM => 


ONLY $1.00 for 328 DISCS 
(four folders) 


2 ee Se \ 


this folder contains 


Gtik-tack \ 


can be used over and over 


stick to any surface, metal or glass 


take the place of tacks and tape 


will not stick to the fingers 


Re 


miracle discs 


in two convenient 
all purpose sizes 


Wace iemeahes te hee 


Thompson-Winchester Co., Inc 
1299 Boylston St. Boston 15, Mass. 


sca ag FY = as of Stik-tacks, 328 dises H 
MN Tides rs nav ana a ondecen bikwskeeet@bna ste 
Street ..... 

eee Zone.... State....... 
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“Letter-by-Letter Print,” “Unit Copy 
Print,” “Multiple Copy Print,” “Re. 
mote Print,” “Non-Print,” (Viewers, 
Projectors, Charts, etc.), and “Vocal.” 
“Material Processing” is sub-categor- 
ized into “Arranging,” and “Chang. 
ing.” 

Auxiliary supplies for each of the 
major categories also have their own 
designation within the categories. 

A separate file with index numbers 
in the sixties has been set up for auto- 
mated or integrated data processing 
equipment. 

Regulations within the Methods Di- 
vision to maintain the files in a ready 
condition are simple but fairly tightly 
enforced, to end the duplication in 
some areas and gaps in others that 
used to plague the division. Whenever 
incoming literature about a product 
is routed through division members, 
they are asked to move it on to the 
next man in sequence right away, un- 
less they have pressing need for it at 
the moment, so that it may be entered 
in the files as quickly as possible. It 
is checked when first it comes in as 
to whether it should eventually go 
into file or not, and the rule about 
immediate passage is applied only to 
literature destined eventually for fil- 
ing. 

Methods personnel who receive lit- 
erature through their own _ sources 
rather than through the department 


are asked to decide for themselves 
whether it is of general value, and 
indicate on the literature whether it 
should go into file or not. If so, they 
are asked to give it the appropriate 
numerical- code designation, and send 
it to filing. 

All personnel are urged to check 
the files before starting any given proj- 
ect, and before equipment demonstra- 
tions. Sign out cards are kept in every 
file drawer, and whenever anyone re- 
moves anything from file, he is re- 
quired to sign his name, the date, and 
the number of the file folder he is 
removing. When the folder is re 
turned, he crosses out the entry. Thus, 
anyone in the department can locate 
any given folder at any time he needs 
it. 

To simplify location of any given 
folder, differently-colored tabs are used 
through all file classifications. One 
color identifies the main file division 
and the same color is used on the sec- 
ondary divisions within the main one. 
Subject files within the secondary divi- 
sion carry pink tabs. 


OFFICE MANAGEMENT 


The 
file is 
the in 
dredth: 
“Data 
tion” \ 
60; “¢ 
“Mach 
Machi 
the ma 
breakd 
Life b 
matic 
Trans¢ 
Publis 
“repro 
the se 
sequer 
arithn 
as “r 
able f 

Its 

ing M 
all pe 
binati 
file c 
cerpt: 

60.¢ 
60.1 
60.: 
60. 
60.. 


60. 
60. 


* fr 3 a 

| ye ES 

ee rh ee 

i f\ | 
a ae 
s . 1 

Be SS 

é ee SS S\ 
» 
a 
e° i 
ee 

$ | 
OO | 
a ee So VAM, 60. 
3 seus Th 
+3 — care | 
§ one s 
a, binat 
Ae. . 
‘ inde» 
4 is m 
‘a ident 
a Bae ee ee N tion 
my ; Tt 
¥ Wa eat | Sau 

q i x) 
a 4 
4a ; — m 
4 : x! 
al xt 
i x’ 

B 

Re T 
bed f ; tion 
pe $ | } perf 
: ) Matin 
° ee la 
4 kno 
is 
yy T 
WJ rrr 
hey a po 
’ MA 
ge Ste iS: eS. ae cae Pe i ey “ab: “ew 


The “Data Processing” equipment 
file is particularly detailed, carrying 
the indexing system down to hun- 
dredths. Thus, primary breakdown is 
“Data Processing Machines: by func- 
tion” which carries the index number 
60; “General Data Processing,” 62, 
“Machine Systems,” 63; and “Cost of 
Machine Systems,” 64. It is within 
the machine functions division that the 
breakdown is most detailed. Home 
Life breaks down functions for auto- 
matic machines into four main areas: 
Transcribing, Filing, Calculating, and 
Publishing. The first it defines 2s 
“reproducing information into media;” 
the second as “arranging the physical 
sequence of media;” the third as “any 
arithmetical operation;” and the fourth 
as “reproducing media into publish- 
able form.” 

Its file numbers for “Data Process- 
ing Machines: by function” thus cover 
all possible major functions, or com- 
binations of functions. Detail of the 
file classifications is shown by an ex- 
cerpt: 

60.000—Transcribing only 

60.100—Filing only 

60.200—Transcribing and Filing 

60.300—Calculating only 

60.400—Transcribing and Calculat- 
ing 

60.500—Filing and Calculating 

60.600—Transcribing and Filing and 

Calculating 
60.700—Publishing only 


Thus, each major function is taken 
care of. But the breakdown is carried 
one step further in the Data Processing 
File. Within each function or com- 
bination of functions described by the 
index numbers, a further breakdown 
is made in the hundredths column to 
identify the particular way the func- 
tion is carried out. 

Thus, the breakdown hundredths 
figures for manner of function are: 

-x1o—manual to card 

.x20—manual to other media 

.x30—other media to card 

.x40o—card to card 

.x50—card to other media 

.x60o—card to record 

.x70—record to record 

.x80—record to media 

Thus, anyone wishing all informa- 
tion filed on all machines that could 
perform both transcribing and calcu- 
lating functions, card to card, could 
glance at his classification list, and 
know that he must go to the file desig- 
nation 60.440 for his information. 

The file reorganization completed 
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the revision for Home Life of its en- 
tire machine investigation and testing 
program, with the results the com- 
pany had looked for: a central pool of 
classified and easily identified infor- 
mation covering all the office machines 
with which the company had had ex- 
perience either in actual practice or 
in tests and demonstrations. With the 
extended testing and application pro- 
gram, Home Life now had a working 
method of evaluating machines, find- 
ing the right machine for any given 
job, and comparing machines which 
could keep its Methods Division—and 
its line personnel—au courant even in 
the rapidly expanding field of special- 
ized office equipment. 

But in the process, Home Life had 
worked out a basic system which can 
be adopted profitably—or rather adapt- 
ed profitably—by practically any com- 
pany. For the system is flexible; it is 
carried out in some detail at Home 
Life, but as that company’s Methods 
Division is the first to point out, it 
would probably be carried out in a 
great deal more detail, especially in 
the testing phases, in a larger cor- 
poration. By the same token, the 
same basic procedures could be used 
in a small office by one or two men. 

It is basically a communication, in- 
vestigation, and _ information-storing 
system that Home Life has set up, 
and the elements of that system—with 
the beneficial results—are available to 
any company that uses specialized office 
equipment at all—in other words to 
practically every company in the coun- 
try. 


Control— 
(From page 38) 


essential to remove a considerable vol- 
ume of responsibilities from the top 
executive to leave him a manageable 
span of control. 

The concept of span of control is 
certainly not a fable. It is a real and 
tangible element of organization. 

There are no convenient mathema- 
tical formulae which can be put for- 
ward to enable this concept to be trans- 


SUGGESTION 
BOX 


Dear Boss: 
Why not make our work 
easier by getting us 
SEA FOAM BOND for 
second sheets. We all 
tried it and like it. 
You know the problem 
we have in getting ALL 
THE COPIES you need 
with your a 
. Sea Foam 
us MORE LEGIBLE COPIES 
than any other light- 
weight we've tried. 
uldn't it be nice, 
pay to be able to 
channel a different 
colored sheet to each 
officer. Sure would 
SPEED UP OUR DIS- 
TRIBUTION OF COPIES. 
Sea Foam LIES FLAT on 
the desk and stands 
up in the files—we 
could probably thin 
down our files by @ 
third or more. 
It's only a —— 
t+ion—but we wou 
appreciate SEA FOAM 
BOND for second sheets. 
The Girls 


lated into a simple rule of thumb. 

Too short a span of control is at | 
least as serious a problem—and cer- | 
tainly a more costly fault—as too ex- | 
tended a span. And measurement or 
assessment of span of control cannot 
ignore the pressure on executives 
which stem from tasks other than | 


BROWNVILLE PAPER CO. 


a 


P.S. You'll find a SAVING with 
SEA FOAM, too. It comes 
boxed so you eliminate waste, 
frayed sheets. 


choose from 


Send for samples 
Write Dept. O-5 


BROWNVILLE, N. Y. 
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PRACTICAL 


KEY PROTECTION 
Ke-Master Cabinets and Racks 


 & All steel construction os 
Modern harmonizing colors 
¥ File keys neatly and compactly 
¥ Provides complete key security 
- 4 Indexes keys for proper control 


Sizes to meet all needs of business, 
~ industry, home and institutions. isn't 
_ this what you are looking for, too? 


_ Send for Complete information today 


TRS 


For LEB Clips 


TET 


~ These are but a few of dozens of prac- 
_ tical uses for LEB, the original and 
_ finest clips. Users agree that their 
~ unique ee of finger-pressure 
— Opening.. — spring steel vise 
Lee cand fol -away, removable han- 
les provide new utility and convenience 
~ for all requirements. 
Sizes ¥%", ¥e", 1" and in black or 
- chrome finish. 
_ Consider the many ways and places 
| where improved LEB clips can serve 
yo u to advantage, too. 
or proof of performance, write for 
information and samples. 


Cushman & Denison Mfg. Co. 


Dept. |, 625 8th Ave., New York 18, N.Y. 


those strictly deriving from the direc- 
tion, coordination and control of sub- 
ordinative activities or units of organ. 
ization. 


Posting— 
(From page 41) 

The following morning, the pink 
copies that were transmitted the pre 
vious night are given to the invoice 
audit section, where they are visually 
inspected and adding machine tapes 
are run on the totals. These totals 
are then placed on a control card, 
giving the Machine Accounting De- 
partment a record against which to 
balance the Daily Sales Journal pro- 
duced from the Accounts Receivable 
card, and the inventory and sales an 
alysis records. 

All records are then posted that day. 

We are now able to make our daily 
reports from the Machine Accounting 
Department do a lot better job for us, 
since they are right up-to-date instead 
of lagging from two to ten days be- 
hind actual sales. From them we 
obtain a daily sales report, reproduced 
from the Accounts Receivable cards. 
We also obtain a duplicate, which is 
used to produce commission schedules 
and customer history information. 

Inventory «control is right up-to- 
date. A daily shipment and inventory 
balance report is also provided, and 
when this is matched with optimum 
inventory figures, we are able to spot 
warehouse shortages quickly. 

The system has a lot of flexibility 
as presently set up. One aspect of this 
is in the circuit loading set up. Three 
lines are used, with several ware. 
houses located in geographical group- 
ing sharing each line. Salt Lake City, 
Denver, Chicago, and eastern cities 
are on one circuit, for example. Lub- 
beck, Oklahoma City, St. Louis and 
other midwestern and _ southwestern 
cities are on another. The Pacific 
Coast and Northwest make up the 
third. 

Our lease hours are from 4 p.m. to 
12 p.m., Pacific Standard Time. To 


| start transmitting, the home office op- 


erator readies the machine for receiv- 
ing, and then dials a set of numbers 
on the telephone dial mounted on the 
receiving Teletype machine. This 


'| opens the transmitter at a selected 


warehouse and starts it sending. As 


| each transmitter completes its mes- 


| sage, it shuts off, and the home office 
| operator dials in another transmitter. 


| 


Since the three circuits send inde- 
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pendently, messages are received from 
all three simultaneously on three sep- 
arate receivers here. The original esti- 
mated load factor has been reduced 
substantially. This gives us not only 
adequate time for our present require- 
ments but permits additional loading 
of the circuits at peak periods and for 
continued increases in our volume. 


Administrative traffic carried 


The wire sy tem is also being used 
for transmission of administrative 
messages. These are generally tagged 
onto the end of the regular invoice 
transmission tape. The pink invoice 
sheets (which aren’t numbered) were 
purposely printed in jpale light grey 
ink so they could be used to receive 
messages as well as imvoices. These 
messages print right over the printed 
form without obscuring. This fact 
saved us a great deal of possible trouble 
in setting up a separate paperwork 
system for transmitting and receiving 
messages. 

Messages can also be transmitted 
from the home office to warehouses 
either individually or as a group by 
simply dialing the appropriate num- 
bers on the machine here to actuate 
the warehouse printers and transmit- 
ting from a tape prepared during the 
day. 

A very real advantage of the In- 
tegrated Data Processing method is 
the automatic production of punch 
cards. 

The key punching of sales and in- 
ventory cards is now handled by the 
night clerk. The IBM  tape-to-card 
converters can be started as soon as 
the first warehouse invoice on each 
circuit has been received, and by the 
time the last invoice has come in, the 
punching job is well on its way. Long 
before the day shift comes on, all cards 
are ready for use. 


The converter is rapid. At 20 col- 
umns per second, it requires just 4 
seconds to punch an 80-column card. 
Fifteen cards per minute is standard. 
On an eight-hour shift, one machine 
has a theoretical capacity of 7200 cards. 

The new system replaces an old 1o- 
part form, which contained essentially 
the same information as the present 
eight-part form, with the addition of 
the pink home office copy, which was 
mailed in, and a home office proof of 
shipment copy. The last named was 
simply done away with since each 
warehouse has a signed shipping copy. 
Cards were keypunched manually 
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from the pink (home office) copy 
mailed from the warehouse daily. 

Integrated data processing is still 
new to us, but we foresee many great 
new possibilities in it for our com- 
pany. We have Flexowriters on order 
at the present time to integrate our 
Los Angeles operations into the tape- 
to-card system. However, we feel that 
even without this phase, just as it 
stands, it more than justifies its exist- 
ence. 


AMA— 
(From page 43) 


Preparation of sales performance re- 
ports for all the Apparatus Divisions 
of Westinghouse. 

Analysis showed that putting these 
three major operations on a computer 
would offer Westinghouse a potential 
clerical expense reduction of $435,000 
a year, Merriman said—$35,000 more 
than the breakeven point set as justify- 
ing a computer. Moreover, the three 
applications would only occupy a large 
scale computer for seventy-five per cent 
of one shift, leaving reserve computer 
capacity for future applications. 

The company decided to go ahead. 

The computer chosen for the in- 
stallation was the Remington Rand 
Univac; the target date for the com- 
puter to be in East Pittsburgh was set 
for spring of 1956. Remington Rand 
agreed to this delivery time, and West- 
inghouse went ahead with prepara- 
tion for changeover to computer proc- 
essing. These preparations fell into 
three main areas: 

t. Planning a physical layout for 
installation of the equipment. 

2. Selection and training of program- 
mers and systems analysts. 

3. Establishing an organization to 
operate the embryonic data processing 
department. 

“Where could we get the personnel 
needed to program and operate the 
computer?” Merriman asked. “Actu- 
ally this problem was resolved much 
faster than we expected and develop- 
ing the necessary organization turned 
out to be one of the most satisfying 
aspects of this entire project. 

“We had established standards cov- 
ering the type of person we were seek- 
ing and proceeded to interview and 
test employees in many departments 
and at various levels in the organiza- 
tion. It was a rewarding experience to 
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discover an abundance of the necessary 
talent within our own organization. 
In a number of cases some of the in- 
dividuals took to computer training 
like a duck to water.” 

The first training course Westing- 
house established for programmers 
had an enrollment of thirty-four, Mer- 
riman recalled, and ran for three 
months. When it was completed, ten 
of the “graduates” were chosen as 
programmers, while the rest returned 
to the departments from which they 
had come originally to begin the work 
of converting their departments’ pro- 
cedures for use with an electronic com- 
puter. Meanwhile the company sent 
other personnel through subsequent 
courses to widen the network of people 
oriented to the computer installation. 

A Data Processing Department—the 
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first Westinghouse had ever had—was 
established within the framework of 
the Office Systems and Services De- 
partment, which in the Westinghouse 
structure is a centralized service func- 
tion reporting directly to the executive 
branch. 

“We have ten product departments 
at East Pittsburgh,” Merriman told 
the audience, “each responsible for its 
own sales, engineering and manufac- 
turing functions. A number of cen- 
tralized service groups provide service 
horizontally through the plant. We 
believe that the key to effective organi- 
zation at a large and diversified plant, 
such as ours, lies in striking the proper 
economic balance between decentrali- 
zation of profit responsibility and cen- 
tralization of service functions.” 


Eight months’ record 


Eight months have passed now since 
the Univac was installed, Merriman 
said, and its record of accomplish- 
ments has been impressive. During 
that time: 

The complete payroll operation for 
the 20,900 Westinghouse employees in 
Pittsburgh has been assumed by the 
computer. “This includes calculation 
of complex incentive gross pay, calcu- 
lation of productivity improvement 
‘adders’ and adjustments for changes 
in cost of living,’ Merriman said. 

“The computer makes decisions 
about which deductions should be 
taken, which deductions can be taken, 
and the order of priority in which 
they are deducted, he continued. “Tt 
calculates net pay, and sorts the pay 
checks, before they’re written, into the 
exact sequence to be followed by the 
paymaster. 

“Pay checks are then written at the 
rate of 10,000 checks per hour on pre- 
punched tabulating cards. After writ- 
ing, a bursting machine signs them 
automatically, separates the checks, 
and stacks them in the proper order. 

‘The Univac makes a complete dis- 
tribution of payroll to accounts, cal- 
culates accruals for pensions, insur- 
ance, and unemployment compensa- 
tion. It prepares reports for the Fed- 
eral government for social security and, 
at the end of the year, issues statements 
for taxes withheld for Federal, state, 
and local agencies. 

According to the speaker, Westing- 
house has found that one of the most 
valuable aspects of the computer-pre- 
pared payroll is the company’s ability 
to obtain fairly easily cost analyses 


that were “extremely difficult and time- 
consuming to prepare in the past. 
“For example,” he went on, “we are 
interested in any upswing in factory 
labor classifications that cannot be ex- 
plained logically. The computer de- 
tails the labor grade classification and 
determines a weighted average labor 
grade for each work center. The aver- 
age is compared monthly to predeter- 
mined standards, and any upward 
movement is investigated. This report 
requires ten minutes’ time in the com- 
puter room to produce, and analyzes 
10,000 shop workers in that time. This 
is just one example of the type of man- 
agement information that is now being 
obtained from our payroll records. 
“The potential value of such infor- 
mation might be visualized in this 
way: If we are able to avoid a rise 
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in the weighted average labor grade 
in our plant—say from 9 to 9.25—as a 
result of prompt savings from the 
Univac, it would mean an annual 
savings of almost a million dollars in 
labor costs.” 

The computer proves valuable in 
tangible dollars and cents savings in 
payrolls and sales reports, the speaker 
declared. “But what is its potential 
value in controlling inventory invest- 
ment?” he questioned. “It is in this 
field of application, we believe, that a 
large scale computer provides the tool 
needed to break through to tremen- 
dously significant improvements in 
management of a large industrial oper- 
ation. 


Inventory control automated 


“A fully automatic inventory control 
system has been programmed,” he told 
the group. “A computer can be pro- 
grammed to intelligently initiate and 
adjust commitments for inventory. At 
the same time it can keep all the rec- 
ords required to account for and re- 
port on resulting inventories. 

“The computer program essentially 
represents the rules which cover all 
decisions and operations that we would 
normally expect of a perfect ledger- 
man.” 

The speaker, using slides, then dis- 
cussed the particular steps used in elec- 
tronic inventory control at the East 
Pittsburgh plant. 

As a logical corollary to inventory 
control, the Westinghouse computer 
programmers are beginning to work 
on production control applications, he 
reported. 

The first Wednesday afternoon 
speaker, Kenneth C. Lucas, Assistant 
to Administration Manager, Replace- 
ment Division, Thompson Products, 
Inc., Cleveland, O., also discussed in- 
ventory control applications developed 
by his firm for an electronic computer. 
He was followed by Harold Berry, 
Accounting Manager, Maxwell House 
Division, General Foods Corporation, 
Hoboken, N. J., who described the way 
his firm has used linear programming 
techniques with an electronic com- 
puter to plan location, timing and 
quantity of additional production 
units that will be needed by the com- 
pany during the coming ten year 
period. 

Electronic computer installations in- 
evitably affect the entire structure of 
an organization, either as an “adding 
on” process or as a basic, planned re- 
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design, Dr. Melvin E. Salveson, Con- 
sultant, Operations Research and Syn- 
thesis, General Electric Co., New York, 
said in the last speech of the confer- 
ence. Likening the introduction of a 
computer into a conventionally organ- 
ized company to the installation of a 
jet engine in a World War I airplane, 
he drew his analogy through the 
changes that would have to be made 
in the airplane structure to accommo- 
date the increased power of the engine. 


“Suppose you were to put a jet 
engine in a JN4, here are some of 
the consequences,” he declared. “You 
would have much greater thrust and 
much greater speed, even with all the 


other factors unchanged. But the addi- 
tional speed would call for a change 
from fabric to metallic surfaces on the | 
wings and fuselage. The additional | 
weight of the metal skin would give 
a heavier craft with the need for | 
stronger spars. The higher speeds and | 
weights would place a greater load | 
against the control surfaces, and_re- 
quire a different control system. The 
different geometry of the engine would 
require a differently shaped and de- | 
signed fuselage. Obviously, I could 
enumerate such changes almost indef- 
initely, even to the new shoe strings 
for the pilot’s anti-blackout uniform. 
Thus, while you may begin with a 
Jenny, you would not really put a 


jet in a Jenny. When you finished 
making the changes in design to adapt 


to the jet, you would have a wholly | 


new aircraft. 

“Getting back to computers and 
business organizations, the central idea 
in my remarks is that a sound business 
organization doesn’t just happen, it is 
designed and it is designed as a whole, 
not as a loose federation of autono- 
mous parts,” Salveson continued. “The 
process by which it is designed can be 
quite as rational and clear to see as 
that which we illustrated for the 
Jenny. And, it has two important im- 
plications here: 1. Because of the 
wholeness of a business organization 
a change in one of its parts can—and 
often does—lead to other related 
changes in many other parts of the 
organization, i. €., to a new design of 
the organization. 2. The electronic 
computer is an innovation as funda- 
mental to the design of many _ busi- 
nesses as the jet engine has been to 
the design of aircraft, or as digital 
control of machine tools is to manu- 
facturing. From an even broader per- 
spective, my remarks are intended to 
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$45.00 F.0.B. DETROIT 


CHESLEY INDUSTRIES 


Write Dept. 1, 7731 LYNOON STREET 
DETROIT 38, MICHIGAN 


“jue UNITED we 


PACE BUSINESS CARDS 


500 $11 ¢ 1000 $15 QING 
‘BUSINESS ANNOUNCEMENTS 500 ONLY $28 “HMGUAA LO 


F 
CLIP YOUR LETTERHEAD TO THIS AD... ERS SUMS 
. MAIL FOR FREE.PROOF - . 


DEWBERRY ENGRAVING CO. 
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- 
Be 


NOW! 


at a fraction 


Inexpensive 
Typewriter 
Composition That 
Looks Like 
Expensive Typeset 


Printed Matter 


Your “‘copy’’ CAN Look Like This 


Now - your typewriter is more useful 
than ever. Anything that is now set 
up in type can be well reproduced with 
typewriter composition, and JUSTIFIED 
so that regular type-set printing is 
simulated. Regardless of the process 
of reproduction -- whether for a daily 
newspaper, an elaborate brochure, or 
a simple offset, mimeographed, or 
hektographed bulletin, the Marginator 
now offers you composition at greater 
savings than ever before possible. The 
two columns shown are IDENTICAL 
line for line. Compare them and see 
how perfectly the MARGINATOR evens 
up the right-hand margin. 


Write for Free Illustrated Folder water 


TYPING that looks 


like PRINTING— 


of the cost! 


Your ‘‘copy’’ Now Looks Like This 


Now - your typewriter is more useful qi in 
than ever. Anything that is now set ; 
up in type can be well reproduced with 
typewriter composition, and JUSTIFIED Ad we, 
so that regular type-set printing is : . 
simulated. Regardless of the process 
of reproduction -- whether for a daily 
newspaper, an elaborate brochure, or ; 
a simple offset, mimeographed, or = 
hektographed bulletin, the Marginato e 
now offers you composition at greater 

savings than ever before possible. The 

two columns shown are IDENTICAL 

line for line. Compare them and see 

how perfectly the MARGINATOR evens 

up the right-hand margin. 


MARGINATOR COMPANY 


1121 West Magnolia Ave. 


Burbank, California 


THE 
HANGING FOLDER 
WITH 
ADJUSTABLE 
METAL TAB 


*T. M. Reg. 


wile O falter 


Your “filing and finding” problems disappear when 
you use Guide-O-folders in your active files. Not 
only do you save both time and money but you 


807 SO. 20th ST., BIRMINGHAM 5,ALABAMA 
MAY 1957 


remove the drudgery from the filing department 
and make it a pleasant place to work. 
You will appreciate the speed and accuracy with 
which your records are filed and — instantly 
available for reference. Your clerks will ——- 
the ease and accuracy because all the tugging and 
ulling of ordinary folders is eliminated. Guide-O- 
olders just glide back and forth on their steel 
frames with finger tip ease. 
Ask your local stationer or office equipment dealer 
to show you how Guide-O-folders will solve your 
filing and finding problems. 


GUIDE SYSTEM & SUPPLY CO. 
335 Canal Street New York 13, N. Y. 
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How To Get Things Done 
Better And Faster 


of 
Boardmaster Visual Contro! 


w Gives Graphic Picture—Saves Time, Saves 
Money, Prevents Errors 

% Simple to operate—Type or Write on 
Cards, Snap in Grooves 

% Ideal for Production, Traffic, Inventory, 
Scheduling, Sales, Etc. 

we Made of Metal Compact and Attractive. 
Over 150,000 in Use 


Full price $4950 with cards 


FREE 24-PAGE BOOKLET NO. G-200 


Without Obligation 
Write for Your Copy Today 


GRAPHIC SYSTEMS 


55 West 42nd St. © New York 36, N. Y. 


4:4)! 


REPLACE * 
WORN, BROKEN TABS 
WITH Smith’s 


OPNWINDO 
Steel Guides 


Remove old tabs—slip these mov- 
able, clamp-on guides easily into 
place. 


Available in I" and 2" widths. Packed 
25 to box with labels in strips for 
easy typing. Also alphabetic labels 
to 200 subdivisions. 


Hundreds of other uses to save time, 
improve filing. See your office supply 
dealer or write direct. 


CHARLES C. SMITH, INC. 


For more than 50 years, a complete line 
of time-saving signals and indexes 


illustrate how the theory and design 
of a business organization governs the 
design and selection of data processing 
equipment, up to the point where the 
data processing change represents a 
significant innovation. At that point 
the data processing change may lead 
to a change in the theory and design of 
the business. In any event, the exam- 
ples will illustrate how designing such 
data processing changes into a business 
is only a special case of the general 
problem which top managers face in 
incorporating innovations into their 
organization.” 


In redesigning either the aircraft to 
accommodate a more powerful engine, 
or a business organization to conform 
to a computer, two approaches are pos- 
sible, he pointed out: redesigning in 
a series of single steps, correcting an 
inconsistency with the innovation at 
each step, or redesigning the structure 
as a whole to conform to the new fac- 
tor. The first process he termed “add- 
ing on,” the second, the “fresh or sys- 
tems approach method.” 


Disadvantages of adding on 


“The adding on method usually leads 
to just that,” Salveson said, “adding 
on bits and pieces. The systems ap- 
proach which looks at total purpose 
usually leads to a fresh, functionally 
designed system. The adding on proc- 
ess would probably have led to a slick 
aluminum biplane with good perform- 
ance as the outgrowth of the jet in 
the Jenny. The systems approach 
would probably have led to the cur- 
rent swept wing, high performance 
monoplane.” 

Business decries the “adding on” 
process, but in actuality follows it 
almost always, the speaker continued. 

“For example, in budgeting, it usual- 
ly is the practice to study carefully 
only the ‘additions’ over last year’s 
budget,” he pointed out. “We seldom 
reexamine the whole in a new analysis 
of work to be done, and leading to a 
new functional design. In data proc- 
essing, the adding on method also is 
used: the system may begin with man- 
ual methods, then later tabulating ma- 
chines, eventually a large scale com- 
puter or electronic system. It is under- 
stood how this can happen; it is easy. 
But it is not necessarily ‘best, since 
it does not lead reliably to the most 
efficient, functional system.” 

Yet the very titles of many of the 
talks and articles on computer applica- 
tions illustrate that this adding on 
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process is far more general than the 
preferable basic company redesign, 
Salveson said. 

“The very purpose of organization 
theory and planning is to design the 
work and interrelation of the many 
parts so that each can be managed and 
performed separately, but so that their 
combined interaction and output will 
achieve common purposes. There are 
many principles and criteria for organ- 
izing a business, not all of which are 
equally useful for ‘designing in’ in- 
novations, such as an electronic data 
processing system. For example, one 
set of primary partitions into which a 
business may be organized is the pri- 
mary functions, such as “Engineering, 
‘Manufacturing,’ ‘Marketing,’ and ‘Fi- 
nance.’ Another partitioning may be 
into ‘business processes,’ such as ‘plan- 
ning, ‘operation,’ ‘measuring.’ Which- 
ever is primary, it is necessary that the 
other be provided in the secondary re- 
lations and interactions.” 

Illustrating his discussion with slides, 
Salveson demonstrated the different 
perspectives from which a business or- 
ganization and its actions could be 
visualized. The first slide showed the 
relationship of the various parts of a 
hypothetical company, according to 
the company’s table of organization. 
The second showed the relationship 
of the various parts of the company as 
they actually exist during ongoing op- 
erations, and the third the altered re- 
lationships that exist in planning 
functions. 

Salveson cited as examples of the 
impact of a computer on a_ business 
structure the experiences of a company 
which found that investigation of the 
best way to handle uneconomical 
small orders for its product led eventu- 
ally to consideration of whether it 
should manufacture the finished prod- 
uct at all, or concentrate on making 
one part of the product for sale to 
other manufacturers, and of another 
company which found that design 
changes made possible by a computer 
in its engineering department affected 
every other department of the com- 
pany radically. 

“It is interesting to compare the two 
examples cited,” Salveson said. “In 
the first, the managers reevaluated the 
scope and design of the business or- 
ganization according to what business 
they believed would be most profitable 
in the long run. This redesign affect- 
ed the design and desirable operating 
characteristics of the information and 
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decision network, which affected in 
turn the design of the data system. 
On the other hand, the second example 
illustrates how a change in the data 
system forced a change in the design 
of the information and decision net- 
work which affected, in turn, the de- 
sign and scope of the business. Thus, 
a change in the design of the business 
may originate from a direct reconsid- 
eration of the optimum design of the 
business per se, or it may result from 
a change or redesign in one or moré 
of its components. Whether a change 
originates with the whole business or 
with one of its components, the result 
of fresh approach is the same; all 
roads using the ‘fresh’ or systems ap- 
proach tend to the same optimum de- 
sign and goal. Obviously, in the ‘add- 
ing on’ approach, where you are de- 
termines where you will go, and that 
may or may not be where you should 
go.” 

The “adding on” approach may be 
appropriate in some instances, how- 
ever, he declared; when, for instance, 
a change is made in a component part 
of a business which increases produc- 
tivity but does not change significant- 
ly the form and timing of the inputs 
and outputs, and does not logically 
lead to other opportunities for inno- 
vation. 

“Several concluding generalizations 
can be drawn, Salveson continued. 
“First, it is self-evident that design- 
ing a computer or electronic data 
processor into a_ business on the 
fresh approach basis is a task for top 
management leadership and participa- 
tion. The alternative approach—add- 
ing on—achieves some useful results, 
but they seldom are as important. 
However, it is not at all necessary for 
the top managers to become computer 
experts any more than it is necessary 
for the aircraft designer to become a 
jet engine expert. What is especially 
required of top managers is a high 
conceptual ability, i.c., an ability to 
‘see’ and deal abstractly with the possi- 
bilities inherent in a change or innova- 
tion. 


“On the opposite side of this coin, 
the middle managers and _ specialists 
importantly can aid the top manager’s 
work of conceptually integrating the 
many elements of the business,” he 
said, by “taking, to the best of their 
ability, his ‘business-wide perspective 
and analyzing their own plans, deci- 
sions, and actions from that perspec- 
tive.” 
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Nor is it enough simply to “design 
in” a computer, he warned the audi- 
ence; the selection of large or small, 
centralized or decentralized, on-the- 
line or batch processing computer is 
part of the design problem. 

“Often it was found that on-the-line 
random access for inventory control 
is more important than general pur- 
pose computer flexibility” he reported. 
“This led in general, to distinguishing 
between the needs for the decision and 
data systems for ‘current operations,’ 
where real-time control, rapid han- 
dling, rapid access and simple compu- 
tation tend to be the important con- 
siderations, vs. those of ‘business plan- 
ning’ where general purpose large scale 
computation tends to be the prime requi- 
site. Each system—current operations 
vs. business planning—thus tends to 
require a particular kind of equipment: 
current operations often require the 
small decentralized but interconnected 
‘building block’ units, the electronic, 
equivalent of tabulating equipment, 
where the ‘business planning’ often 
requires essentially scientific compu- 
ters, usually of the medium to large 
scale variety. 


Redesign may start anywhere 


“The final idea with which I wish 
to leave you,” he concluded, “is that 
designing a computer into a business 
is just one special instance of a more 
general problem: that of incorporating 
innovations into a _ business. The 
changes or innovations which may 
generate the need or opportunity to 
redesign a business may originate in 
any aspect of that business—in its 
product, in its market, in its raw ma- 
terials, in its methods of processing 
and manufacturing, in its patent or 
legal position. Whatever the change, 
it is not effective until it has been 
designed into the business according 
to its broadest implications. The proc- 
ess of implementing any innovation or 
change in business is essentially the same 
as that presented here for computers. It 
is what I term ‘managing progress.’ 
The same techniques, the same kinds 
of problems, the same need for top 
management participation are required. 
Thus, the ideas I have been privileged 
to present here can be looked on either 
as an example of designing electronic 
computers into a business or as an 
example of managing progress through 
designing changes or innovations into 
a business.” 
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METAL DESK TRAYS 


Streamliner desk trays incorporate every 
possible feature for maximum convenience 
plus modern styling, functional design, and 
color harmony. Trays may be rigidly stacked 
to any desired height. See your G/W Dealer. 


Cincinnati 12, Ohio 


SAFE TRAVEL 


Built-In POCKET 
ss carries 1.D.P. Tape ie, 
q as part of your 


LITHOSTRIP 
o LITHOSET © 


POCKET FORM 


Smart? You bet! Simple? Take a look! Per- 
fect transportation keeps your important 
1.D.P. tape safe and permanently identi- 
fied in the “mother form” unit. 

PREVENT lost, mis-filed or damaged tapes. 
SAVE costly filing and finding time. 
We'll make the pocket fit 1.D.P. TAPE or 
PUNCHED CARDS . . . on the back of any 
copy in your Continuous or Unit Form sets. 
FREE POCKET FORM SAMPLES ON REQUEST. 


We engineer many types of office 
forms. CONSULT US. 


500 BITTNER ST ST. LOUIS 15. MO 
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ONLY definite, itemized 
records of business travel 
expense allow you safe 
deduction. In BEACH’S 
they're kept easily, items 
entered as incurred. You 
will have uniform, perman- 
ent records. Thousands of 
firms always use BEACH'S. 


At your stationers; or write 


BEACH 
PUBLISHING CO. 


19829 W. McNichols Rd. 
Detroit 19, Mich. 


Vest-pocket 
Size 


12" Knob Rule 50c 


FAIRGATE 


RULES & DRAWING AIDS OF 
HARD ALUMINUM 


J 
THE FAIRCATE RULE COMPANY 
coe 


24" Rule $1.10 


Modern, time-saving, double duty. In 
special sizes for office use. And they 
cost no more. 
THE FAIRGATE RULE CO. 
Cold Spring-On-Hudson, N. Y. 
* a oe oe ee 


At your dealer or 
write for catalog. 


12" T-Square $1.00 


lines for 


* Six colors —red, 
blue, black, 

reen, brown 
lavender 


fine point 


STENO-PEN 


* Dainty white 
case —tip and 


cap denote 
color of fair traded 
ink in pen. fed. exc. 


tax incl. 


Manufactured by 


| Lindy PEN CO.,INC.(siinia 


UNCONDITIONALLY 
GUARANTEED 


MAIL CHORES! 


A Complete Line of 
ATTRACTIVE 
DELUXE ALL 
LEATHER OR 
CANVAS & 
LEATHER MAIL 
BAGS. 


SY write For 


\ : ‘f 
CIRCULAR . 
ER b, 


CAN-PRo- 


34 E. McWILLIAMS STREET 


FOND DU LAC, WIS. 


Catalogs, Booklets, Brochures 


for the office 


Dynel Carpets 


Textile Fibers Dept., Carbide & Carbon Chemicals Co.. 
Union Carbide & Carbon Corp., 30 E. 42 St., New York 17. 
Eight-page booklet on the properties of Dynel carpeting. 

(1) 


Automatic Typing . 

American Automatic Typewriter - le 
Co. 2323 N. Pulaski Rd., Chicago 39. hi 
Color folder on how .to use form para- 
graphs for routine correspondence pre- 
pared by automatic typing. (2) 


Aw Conditioning 
The Trane Co., La Crosse, Wis. Brochure on The Trane 


Co. and its products and services in the field of air con- 
ditioning. (3) 


Carbon Ribbon Selection Guide 


Rochester Ribbon & Carbon Co., Inc., 20 Greenleaf St., 
Rochester 9, N. Y. Guide chart in two colors showing six 
basic diameter carbon ribbons and the carbon-ribbon type- 
writers each will fit, together with information on selecting 
ribbons for various types of work; the list includes Amer- 
ican and foreign machines. (4) 


Office Duplicating Ideas 

A. B. Dick Co., 5700 W. Touhy Ave., Chicago 31. Copies 
Catalog, containing wide range of samples of duplicated 
material prepared by four different processes, suggesting 
variety of possible forms of office communications. (5) 


itt 


Floor Designs 

The Tile-Tex Div., The Flintkote 
Co., 1232 McKinley Ave., Chicago 
Heights, Ill. Brochure, in color, on 
floor design suggestions using floor tile 


products. (6) 


Psychological Testing 

Industrial Psychology, Inc., 3442 E. Grant Rd., Tucson 
6, Ariz. Hiring Manuals for the ]ob-Tests, published for 
each of three fields: clerical, mechanical, and key personnel. 
Free sample of one of these if requested on company letter- 
head. Manuals cover instructions for testing, interviewing, 
and other means for helping to determine 
risk” of job applicants. 


“employment 


(7) 


Shipping Label Design 
Allen Hollander Co., Inc., 385 Gerard Ave., New York 
Just What You're Looking For, a guide to shipping 
label design, showing 16 new designs. (8) 


For further information, use Reader Inquiry Card on 
page 100. 


OFFICE MANAGEMENT 


a: 

ne mm SAVE on INCOME TAX ( 
a (Uae —use BEACH Expense Books == » 
Bt ‘Expense | — 
it Books BE onal Se 
oe , ge 
Wing Pe ee 
AAS Fe ges 
cane e Ses 
a a ] 
ae Y¥2 @3 gM" vif EQ * Shorp cleor ce 
a gee 
i wei. CtaVIES pee 
i Sie. $eCr 2 taking ee 
a 2 J if notes 
> prere <a h/ / 
tees - the a Y - 
ne Lindy f ; 
+h, | y 49¢ — i 
a _ _ _ 
a eS 
Z Bee 
| N/ ee _ 
i S a cS 
3 Ye it 
: = a... a if 
ee Secunily bE 
" MAIL BAGS... fF 
y Disa % 3 THI $ ee Protect Your Wail / 
Se 3 E 7 : | | Fe 
‘ Z 4 fe 45 HIS? & REDUCE YOUR OFFICE we = di * i L 
Ts KR pee Pk |p 
an, | - A =) F ne be 
“tae { ms Fe F L 
en My ee — 
eee: ay 
a i 
“ere ; 7 > || 
” oe a p 
96 ee | 
ee ee ee Se aa | { i, ies . Se a ee 


eee, ee 


—— 


ss 6 


Reminders 
for every Record System 


Nu-Vise 


METAL SIGNALS 
for Vertical Records 


METAL SIGNALS 
for Visible Systems 


Nu-Viz 


No. No. No. No. No. 
04 09 02 08 06 
ey ” eo” y,” %” Y,” 


PLASTIC SIGNALS 
for Visible Systems 


Cellugraf 


Crimpgraf caren sicnats 


for Pretestes ¥ ben ible Cards 


No. 60 No. 70 
Yi," Ya" 


Maptacks ror maps AND CHARTS 


soso 


OT STRIPE CROSS 


Free Descriptive relders Sent on Request 


_ GEORGE B. GRAFF COMPANY 
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asphalt tile institute 
recommends use of 
glides, cups, casters 


t 
| ~_ 


i Remove Small Use Fiat 
Metal Domes Bearing Surfaces 


; — 
wee 2 


“for lightweight furniture—use glides having a 
smooth, flat base with rounded edges and a flexible pin to 
maintain flat contact with the floor, after first removing 
any small metal domes on the furniture legs. 


WRONG RIGHT 


Smail Bearing Wide Bearing 
‘ Surfaces Surfaces 
‘ Dent Floors Save Floors 


“for heavy furniture —For tables and heavy furniture 


not frequently moved, use composition furniture cups 
designed to prevent the legs from cutting the floor. 


RIGHT 


Rubber Rollers 


Hard Rollers 
Mark Floors Save Floors 


“for moveable furniture —ror desk chairs and other 


moveable furniture, use easy swivelling ball bearing casters 
with 2” diameter wheels and with soft rubber composition 
treads at least 34” wide.” 


office managers take note: 

The above is quoted directly from ATI literature on 
asphalt tile. Bassick glides, cups, and casters meet all the 
requirements set forth above and protect wood floors as 
well. Ask your office appliance dealer for these Bassick 
floor protectors. Look for them on office furniture you buy. 
7.32 
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‘easy solutions to 
RECORD STORAGE 
PROBLEMS 


Problem: How to store original records 
for future reference at lowest possible cost. 
Answer: Liberty Record Storage Boxes— 
for over thirty-eight years recognized by 
industry as the lowest cost method for 
housing inactive records. 


Heavy-duty 
corrugated 
fibre-board 
construction 
gives ten, fif- 
teen, twenty 
years of serv- 
ice and cuts costs way down. Just pen- 
nies a year does the job! 


= SYSTEM 


Liberty Boxes provide 
for “fast finding” of 
stored records be- 
cause of its unique 
label design. The 
Liberty label assures 
Factory applied you a simple, easy-to- 
ae aie a use method for index- 
Liberty Box feature. ing and filing your 
transferred records. 


Gnd) FEATURES 


Your records are always 
protected against dust, 
dirt and dampness due 
to the unique cord and 
tension button closure. 
lf accidently dropped, 
the contents can't spill 
out. 25 stock sizes 
C. ry N.W.R.R. file available covering every 
room is both neat POpular office form— 
and efficient. special sizes to order. 


SD en15 AND SOLD FROM 
COAST TO COAST 

Liberty Boxes are 
stocked by station- 
ery and office equip- 
ment dealers in every 
state, in every prin- 
cipal city. Write for 
the name of your 


dealer and a copy of 
our latest catalog. No 


ew Low cost installation 
obligation, ofcourse. at Southwestern Bell 


Telephone 


DRAWER STYLE 


TRANSFER 
FILES 


STAXONSTEEL Transfer Files build their 
own steel framework as they are stacked— 
no shelving required. Easy gliding drawers 
at any height. Available in Legal, Letter, 
Check, Freight Bill-and Tab Card sizes. 


BANKERS BOX COMPANY 


2607 North 25th Avenue « Franklin Park, Il. 
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CLASSIFIED ADVERTISING 


Rates are 20c a word. Minimum charge $4.00. Payable in ad- 
vance. Address replies to all Box Number ads c/o OFFICE 
MANAGEMENT, 212 Fifth Ave., New York 10, e, ¥. 


For Sale or To Buy 


FOR SALE: Burroughs Series 50 Sensimatic Bookkeeping ma- 
chine. Less than one year’s use. Three Remington Rand 
portable cardex files, 19 trays each. Parish Service Co., 19847 
James Couzens Highway, Detroit 35, Mich. 


TYPE FONT SALE. Free trial. Varietyper fonts perform 
well, yet under $9.00 (would be $30.50 new). Get our list. 
AL 4-3230, Adamm Co., 656 Broadway, N. Y. 


FOR SALE: RONEO MODEL 500 Duplicator, Master Ad- 
dresser Model 40, Pitney-Bowes Folding Machine Model 
FHAF. All in excellent condition. The W. B. Gibson Co., 
200 Chestnut St., Warren, Ohio. 


FOR SALE—SLIGHTLY USED equipment of multimatic 
hand-operated accounting system made by Remington Rand. 
Apply Roscoe Leed, 116 E. Gorgas Land, Phila. 19, Pa. 


WANTED FOR CASH—BOOKKEEPING Machines, Cash 
Registers, Brandt Coin Changes. Advise model and serial num- 
bers for our quotations. L. A. Pearl Co., 140 W. 42nd St., 
New York 36, N. Y. BRyant 9-1459, Wisconsin 7-1220. 


FOR SALE DUE TO CHANGE in System. Addressograph- 
Multigraph Model 3705 Bill Printing Addressograph Machine. 
Purchased in 1948. Original cost $8100. Used only three years. 
Nearly new condition. Occupying valuable space. Will accept 
reasonable offer. Ohio Power Company, 21 South First Street, 
Newark, Ohio. 


REMINGTON BOOKKEEPING MACHINE MODEL 85, 
Serial Y127601 with six registers. Good operating condition. 
$495.00. Gustafson, 7702 Don Dr., N. E. Albuquerque, N. M. 


WANTED ALL TYPE OFFICE Machines, Filing Equipment, 
Office Furniture, Kardex, Acme Post Index. Will exceed a 
manufacturer’s trade-in allowance. Write, Wire. National 
Office Equipment Co., 429 Broome St., New York, N. Y. 


FOR SALE: MODEL 1955B Addressograph with double 
lister, Model 6381 Graphotype, cabinets and one hundred 
drawers. Excellent condition. Crescent Manufacturing Com- 
pany, 657 Dearborn, Seattle, Washington. 


WANTED—SUNDSTRAND and BURROUGHS Bookkeep- 
ers, also Remington, National machines. Indicate details, mod- 
el, serials. Gibian Business Machines, 128 Lafayette Street, 
New York 13. ' 


FOR SALE: Burroughs 13-column Bookkeeping Machine. 
Style 21 13 00, for Accounts Receivable posting. Will accept 
best offer. Wells Chair Corp., Box 230, Michigan City, Ind. 


VICTOR VISIBLE POCKETS 8 x 5. New. Large quan- 
tity available. 2%4c each, F.O.B. Los Angeles, in quantities of 
10,000 or more. McMahan Brothers Desk Co., Inc., 2220 So. 
Hoover St., Los Angeles 7, Calif. 


ELLIOTT-FISHER MACHINES, calculating machines, add- 
ing machines—all office equipment, bought and sold. W. J. 
Crowley Company, 906-908 N. Water St., Milwaukee 2, Wis. 


WANTED: Bookkeeping and Billing Machines, Calculators, 
Comptometers, Adding Machines, etc., any style. Quote com- 
plete description and best price. AMERICAN BUSINESS 
MACHINES, Inc., 573 Broadway, New York 12, N. Y. 


Business Opportunities 


STOP HIRING UNQUALIFIED HELP! Nationally used 
testing manuals eliminate incompetent applicants. $5.00. Busi- 
ness Training Service, 947 Carteret Avenue, Trenton, N. J. 


ELECTRONICS, LEARN HOW tto program Business prob- 
lems such as Payroll, Accounts Receivable and Inventory 
Control for electronic computers. Send for Free information 
describing our Home Study Course “Programming for Business 
Computers”. Business Electronics Inc., Educational Section, 
420 Market Street, San Francisco 11, California. 


OFFICE SPACE FOR RENT. 6,600 Sq. Ft., $31,350 per 
annum. Air Conditioned, Modern Office installation, parti- 


tioned to suit. Three blocks from Grand Central Station, New 
York. O.M. 262. 
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For More Information From Advertisers 


Controlled 


SPEED-ERASING 
The Savings Will Surprise You! 


These correct Weldon 
Roberts Erasers — “bal- 
in best- 
suited textures for specific 


anced” 


useS ..- 


cost least—count for most 
—in terms of easiest han- 
cleanest, 
erasing, biggest savings in 
time, paper, typists’ nerves. 


What They’re Like—W hat They Do 


GRAYPOINT. 
thin, hexagonal shape. Sharpen with knife or pencil 
sharpener. Core of fine gray rubber cleanly erases 
ink, business machine writing, typing sentences, words 
and even single letters and figures. 

NO. 3650 GRAYPOINT, WITH WHISK BRUSH 

NO. 365 GRAYPOINT, WITHOUT BRUSH 


dling, 


shapes 


RTS 


quickest 


“Balanced” pencil size, wood case, 


JET ERASERS. Cylindrical stick erasers 
in attractive transparent plastic holders. Not 
mechancial gadgets! Holder tip unscrews 
so eraser stick can be moved outward. 
NO. 838 JET, FOR BALL POINT ERASING 
Core of quality green rubber erases all 
writing of ball point pens and pencils. 
NO. 825 JET, FOR PENCIL ERASING 
Core of fine red rubber 
NO. 827 JET, FOR ERASING TYPEWRITING 
Core of fine gray rubber 
POCKET CLIP AND WHISK BRUSH STYLES 


in each texture 


REFILLS, OF COURSE 


BALL POINT i 
No. 38 MADEINUSA. — 
PEN-PENCIE 


NO. 38 BALL POINT. Special-texture, attrac- 
tive green rubber cleanly erases all writing 
of ball point pens and pencils. “Balanced” 
elliptic shape and size conveniently fit the 
fingers. 


Ask Your Stationer Today For 
Weldon Roberts Erasers 


Made by the World’s Foremost 
Eraser Specialists 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue 


Newark 7, N. J. 
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GET MORE 
INFORMATION 
quickly -- easily 


On New Products 


Obtain New Catalogs 
and Helpful 
Literature 


INQUIRY SERVICE 


Subscribers 
to 
OFFICE MANAGEMENT 


This service 1s provided for the con- 
venience of Office Management Exec- 
utives in obtaining complete informa- 
tion on the products advertised in 
this issue. Advertisements are identi- 
fied by their respective page numbers. 
Fractional page advertisements are 
further identified by the initials of 
the advertiser. 


Simply circle the 


respective numbers 
in coupon below 


Just circle the numbers on which you 
want further information; fill in your 
name and address below, tear out and 
mail to Office Management. Our office 
will forward your inquiries promptly 


SEND OFF THIS BLANK ... FOR PROMPT SERVICE 


Eee eee eee 
Please forward to the respective companies, our 


OFFICE MANAGEMENT 
212 Fifth Avenue, New York 10, N. Y. 


to the companies concerned. 


uest for 


further information on the items we have circl below. 
There is no obligation to us for this. We understand this is 


a service to us as a subscriber. 


MAY 1957 ADVERTISEMENT 
(Circle respective page numbers on which ads appear) 
MAY 1957 
Qnd Cover 24 71 91 CI NEW PRODUCTS ITEMS 
3rd Cover 25 72 91 WAF CATALOGS AND OTHER AIDS 
4th Cover o . 91 
3 5 91 MI : . s 
4 28 76 92 MCC (Circle respective item numbers) 
yo o 92 CI 
4 93 CI 
8 48 79 93 MC A-l B-1 i 
9 49 80 93 DEC A-2 B-2 2 
4 = = 93 GSS A-3 B-3 3 
5 94 GS 7 . 
12 57 83 94 CCS : : : : ; 
13 59 84 95 GW ji ‘i 
14 61 85 95 ALC A-6 B-6 6 
15 63 GRP 86 SI 96 BPC A-7 B-7 7 
16 63 HB 86 TWO 96 FRC B-8 8 
17 64 87 96 LPC 
18 65 88 96 CPC 
19 66 89 BMC 97 GBG 
20 67 89 VFI 97 BC 
21 68 90 TSC 98 
22 69 90 AWF 99 
23 70 
Name wwe Tey. CeCe CR LT TT eT TT eT Cr ETC Title COSC Ooo LCOS CES ERS May 1957 Issue, 
NINE Sand 55 ric auld Gtk HER SIRaSlsRa TE dx ee ewe aos Aas wie leis Ghia dd W.draiein coal eeewaws Office Management 
Address Pia ke 68 EER Oe 6.6 SOs ek CES Oa OO Ree OURS ASAE Se ONSS RECs eee cd eed ees This inquiry form good 
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leadership 


Appraise the men who have chosen Crestline (for both 


executive suite and general work areas) and you will understand 
why this superb line of steel office equipment 
is so often the choice of men of sound judgment. 
For there is inherent in Crestline, a basic soundness, outstanding 


——— 


design and unique features which place it in a class by itself. 


From the smallest drawer-lock to overall design, Crestline bespeaks 


the leadership of men and companies who have arrived. 


For complete details ask your dealer for the new 
catalogue in color — and our Office Plan Rule which may help 


you develop the office you have dreamed of. 


a BY SECURITY STEEL 


SECURITY STEEL EQUIPMENT CORPORATION, AVENEL, NEW JERSEY 
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FAST GrRowTH of this company is the talk of the industry. 


COMBINED OPERATION. Customers’ accounts, company records, and payroll are posted 
on this National “31”. 


“Our Walional System 
saves us /,/40 a year... 


pays for itself every 11 months!” 


— Centex Construction Company, Dallas, Texas 


“In 1950 we built 300 homes, in 1955 
over 4000—with this tremendous ex- 
pansion we had to have an efficient 
accounting system!”’ writes Robert 

Rowe, Treasurer of the Centex 
Construction Co. ‘‘Our National 
System is all of that and more. It 
saves us over $7,740 a year! 

‘We use a National ‘Class 31’ for 
all our payroll and Labor Distribu- 
tion accounting. The speed and effi- 
ciency of this arrangement has en- 
abled us to eliminate the cost of an 
outside Service Bureau, a saving of 
$335 a month, and we realize a sav- 


ings in personnel costs of $145 each 
month. 

“Our National System keeps our 
records always up-to-date and gives 
us better information in less time. 
This makes auditing easier and less 
expensive—another significant cost 
reduction. Taking all these savings 
together, our National System pays 
for itself every 11 months!” 


Otte Stowe - 


Treasurer, Centex Construction Company, Inc. 


THE NATIONAL CASH REGISTER COMPANY, Dayton 9, Ohio 


989 OFFICES IN 94 COUNTRIES 


ROBERT G. ROWE, Treasurer of the above 
company. 


Here is an opportunity to cut costs and 
increase profits in your business operation, 
A National System will quickly pay for 
itself through savings, then continue return- 
ing these savings as extra yearly profit. 
Call your nearby National representative — 
a trained systems analyst. He’s listed in the 
yellow pages of your phone book. 


For More Information From Advertisers Use Readers’ Inquiry Coupon on 
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